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1. INTRODUCTION

1.1 Background

The Vendor Information System (VIS) is a collection of approximately 75 programs using
the ORACLE Relational Data Base Management System (RDBMS). VIS evolved from the
F&A Program Initiative of 1987 for Office Automation and was developed as part of the
Waterways Experiment Station (WES) Corporate Data Base (CDB) initiative.

VIS is primarily designed to facilitate transaction processing activities in the Resource
Management Office (RMO) and Logistics organizational entities at WES. It interfaces with
several other standard data processing programs at WES such as COEMIS FA and IATS.

1.2 Purpose

VIS is designed to provide personnel in the RMO and Logistics organizations transaction
input, tracking, and reporting on F&A activities against obligations incurred at WES. VIS
starts with the input of obligation transactions and terminates with the disbursement of funds
against expenditures recorded against these obligations.

VIS is designed to make the input of these transactions more efficient while providing a
central repository in terms of a data base for tracking these transactions and local report
generation.

1.3 Features

VIS provides an interactive capability to input transactions while providing for on-line edits
and checks of input data to ensure transaction integrity. F&A activities are tracked from
obligation through disbursement.

Because VIS uses the ORACLE RDBMS, the system is guaranteed with those functions
associated with a RDBMS. These functions include read consistency, transaction
concurrence, integrity checking (insofar as it is implemented by the RDBMS), and
protection against either software or hardware failure during its operation.

Security features are implemented for VIS to prevent unauthorized tampering with the data
base itself or input of transaction information. An audit trail is maintained for all
transactions input to the VIS data base. Access to VIS is restricted to functional roles that
users may "play" during a VIS session. This is in addition to the normal userid/password
protection afforded by most systems. Users may play multiple roles, but access to programs
within VIS is predetermined by the role the user assumes in a particular session, thus



limiting user functionality with respect to the data base. Refer to Appendix A for a listing

of the available roles and their descriptions.

Another principle feature of VIS is that it permits the input and tracking of Revolving Fund
obligations. In this sense VIS standardizes the processing of all obligations at WES.

1.4 Requirements

VIS resides on the Control Data CD4680 computer at WES. To use VIS you will need
certain hardware and software.

Hardware:

An IBM compatible personal computer with 640K RAM and 2.5 MEG of available hard
disk space; An Ethernet card (appropriate for your type of PC) and cabling connection to
the network or a modem to dial up the network.

Software:

FTP Software Inc. Transport Control Protocol/Internet Protocol (TCP/IP) kernel.;
VistaCOM version 5.2(30).

1.5 Access

VIS resides on the CD4680 computer system. Entry into the system is possible via remote
terminals using the WES network or a dial-up modem.

Before you can get started in VIS, you must be assigned a userid and two passwords (one
for the system and one for VIS). Without these you will be unable to logon to the system
or to VIS. You can apply for these by contacting the Customer Assistance Center (CAC).

1.6 VIS Logon Procedure

When you connect to the system, you will see the following message:

EP/IX (CPC41)

login:

2



Key in your system Userid and press return.

Password:

Key in your system Password and press return.

Once you are connected to the system, you will see the Welcome Screen and the system
prompt.

1.7 Getting Started in VIS

To access VIS, key in VIS and press return.

userid =

Key in your userid and press return.

password =

Key in your password and press return.
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1.8 VIS Menus

If you have authority to use more than one role in VIS, the first screen you will see after
successful logon is a menu of permitted roles (VMREC). The menu will be similar to the
one shown below, but may have as few as two selections. Key in the role or tab down to
the role yoti wish to play during this session and press Next field.

-- --- U I S -
I M I SELECT UIS ROLE I UWREC I

AINISTRAN I
Iu SBR IN I

,Ii i iii

I Plaeene rol *oeidptS~ lSL•rRL (ETFE :" I
I Ine id ol coeo s ETR IdPEIU O•t I
I IIn't h deie oe Ine n()t xtUS I

ILAIMTO I

IýRCS XPNIUE I
IZSESACUTN I
I1 WUS IFRA IOTLGT UD 

I

I User: Current Role: *

I Please enter a role code and press SELECT ROLE (NEXT FIELD): I
I Enter a valid role code or use NEXT ROLE and PREUIOUS ROLE toI

I point to the desired role. Enter an (X) to exit 1113.I

Char Node: Replace Page 1
Exit: AkLT-F1i
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If you have authority to use only one role, the first screen you will see after successful logon
is the main menu for that role (VIS). For example, if you were authorized to assume the
Administration role, the screen you would see is shown below.

4r.- - - - - - - U I S . . .. SU

menu Options:

I I D IF II* C/EMO/CMI 1 ItDRXD I II-A OBIRIMHSTRCLDT

I LA ITU] HISTL DATA I I
II

I lease enter an option and pres SELECT OPTIONI NEXT TIM): I
IEnter a menu option, screen code, (I) for previous Ina, or (ROLE)

Ito go directly to the role selection screen to change roles.I

Char Made: Replace Page I Count: a,

Exit: SLT-F1I

Menu options shown may be specific programs or an entry into the menu hierarchy. For
either case to gain access to a specific program, you must either key in the screen code or
navigate through the menu to the screen desired and press Next Field. If you enter a screen

code that is nonexistent or which you are not permitted access, VIS will display an error
message and request you to retry the entry. Entering ( for previous menu or 'ROLE' for
role selection will take you to the previous menu or role selection menu, respectively, if this
is a valid option; else an error message will be displayed, and you will be requested to retry

your entry.
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1.9 Function Keys

For each VIS screen, there is an associated set of available function keys. To see which
function keys are assigned for each field or screen press Show Function Keys. This key can
be pressed at any field and will pull up a list of the function keys available.

Refer to Appendix B for a listing of the available function keys when executing VIS.

1.10 Commit

The word "commit" can generate some confusion when placed in overall context of the
language of VIS. To F&A, it means to reserve funds for later obligation and expenditure.
To ORACLE, it means to "permanently save". One of the messages generated by ORACLE
says:

Do you want to commit the changes you have made?

In other words, it is asking you to decide whether or not to permanently save information
to the data base.

6



2. VIS HIERARCHIES

2.1 Administration (M)
Modify Contract/Vendor/Commitment/Workcode (MVIS)
Load Historical Obligation Data (V50)
Load Historical Expenditure Data (V51)

2.2 Disbursing (D)
Review Scheduled Payments (V26)
Cancel Disbursement (V25)
Reports (RO)

Obligations By Adpwc (V4)
Obligations and Expenditures (V5)
Expenditure Information (V39)
Obligations By Vendor (V40)
View Contract Information (V46)
Obligations By Requisition ID (V52)

2.3 Examination (E)
Enter Expenditure (V8)
Schedule Expenditures (V9)
Review Scheduled Payments (V26)
Cancel Disbursement (V25)
Reports (RO)

Obligations By Adpwc (V4)
Obligations and Expenditures (V5)
Expenditure Information (V39)
Obligations By Vendor (V40)
View Contract Information (V46)
Obligations By Requisition ID (V52)

Exam Maintenance (EM)
Maintain Vendor Code/Address (MVEND)

Edit Travel Information (V24)
Enter/Edit Recurring Expenditures (V11)
Edit Automatic Scheduling (V41)
Enter/Edit Invoice Details (V33)
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2.4 Obligate Funds (0)
Obligate Funds (VI)
Modify Obligation (V3)
Reports (RO)

Obligations By Adpwc (V4)
Obligations and Expenditures (V5)
Expenditure Information (V39)
Obligations By Vendor (V40)
View Contract Information (V46)
Obligations By Requisition ID (V52)

2.5 Process Expenditures (R)
Enter Expenditure (V8)
Cancel Expenditure (V10)
Reports (RO)

Obligations By Adpwc (V4)
Obligations and Expenditures (V5)
Expenditure Information (V39)
Obligations By Vendor (V40)
View Contract Information (V46)
Obligations By Requisition ID (V52)

Enter/Edit Recurring Expenditures (Vii)
Create Retained Percent Document (V47)
Adjust Retained Percent Document (V48)

2.6 Systems Accounting (S)
Reports (RO)

Obligations By Adpwc (V4)
Obligations and Expenditures (V5)
Expenditure Information (V39)
Obligations By Vendor (V40)
View Contract Information (V46)
Obligations By Requisition ID (V52)

Systems Maintenance (SM)
Maintain Accounting Elements (MAET)
Maintain Appropriations (MAPP)
Maintain Class of Obligation (MCOO)
Maintain Object Class Codes (MOCC)

8



2.7 View VIS Information (V)
Reports (RO)

Obligations By Adpwc (V4)
Obligations and Expenditures (V5)
Expenditure Information (V39)
Obligations By Vendor (V40)
View Contract Information (V46)
Obligations By Requisition ID (V52)
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3. ADMINISTRATION

3.1 Overview

The Administration role was created to fix problems dealing with contracts, vendors,
commitments, and adp work codes. It permits direct update of data base information in lieu
of the required transactions to affect the same change. It also allows for the entry of
historical obligation and expenditure information. Only the Chief of the Finance and
Accounting Branch, Chiefs of each Accounting Section, Chief of the Quality Assurance
Section and other designated employees have access to this role. The main menu for the
Administration role is shown below.

S ---- U I S
I 03E I---HRM-U--- SYSTEM - MAM , I '

Menu Options:

II ADDI, Y , "I. Ii• Ie. I
II I[I] s:1 i *ali•i}l ls~ /i M ll[

ILOA IBIA MHSTRCLDT I I
LOA IXEIEHSTRCLDT I I

UIS I eerIl T Role

I Please enter an option and press SELECT OPTION (NEXT FIELD):
I Enter a menu option, screen code. (P) for preuious menu, or (ROLE) I
I to go directly to the role selection screen to change roles.

Char Rode: Replace Page I Count: N6
Exit: RLT-FlO
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3.2 Modify Contract/Vendor/Commitment/Workcode (MVIS)

This screen is used to fix problems for a particular obligation document such as contract,
vendor, and adp work code information.

-- --- ...----. - U I S
I R I NODIFY CONTRACT/UENDOR/CONNITINT/VORXUCDE I HVIS I

I Obligation Document Number: I

I Contract Number: Contract Nod Number:

1 Requisition Id: Uendor Code:

I Name: I

I Commitment Document Plumber: ADP Work Code:

I Local Appropriation Number: Object Class Code: F/T: I

I Organization Code: * FOB Date:

I Obligation Description:

Char Node: Replace Page 1 Count: me
Exit: ALT-FIB

OBLIGATION DOCUMENT NUMBER is a 9 character field. Enter the obligation
number and press Execute Query. If the number is invalid or if no records are
retrieved a message is displayed. A message is also displayed if the obligation has
been canceled.

CONTRACT NUMBER is a 16 character field. Displayed is the contract number that
is associated with the obligation. To accept the default press Next Field. To override
the default enter a contract number and press Next Field.

CONTRACT MOD NUMBER is a 3 digit field. Displayed is the contract mod
number that is associated with the contract number and obligation number. To
accept the default press Next Field. To override the default enter a contract mod
number and press Next Field.

11



-U I S ---

1 1 MODIFY CONTRACTAJEDIOR./COKNITNDIT/'ORXCODE I NUIS I

I Obligation Document Number: I

I Contract Number: Contract Hod Number: i
1 Requisition Id: Uendor Code: I

I Name:I

I Coaaltment Document Number: ADF Work Code:

I Local Appropriation Number: Object Class Code: F/T: 1

1 Organization Code: * FOB Date:

I Obligation Description:

Char Node: Replace Page I Count: me
Exit: ALT-FIB

REQUISITION ID is a 16 character field. Displayed is the requisition id that is
associated with the obligation. To accept the default press Next Field. To override
the default enter a requisition id and press Next Field.

VENDOR CODE is a 10 character field. Displayed is the vendor code that is
associated with the obligation. To accept the default press Next Field. To override
the default enter a vendor code and press Next Field. A message is displayed if the
code is invalid. If the vendor code is unknown press List Values and select a code.

NAME is a 40 character field which displays the vendor name that is associated with
the vendor code.

COMMITMENT DOCUMENT NUMBER is a 9 character field. Displayed is the
commitment number that is associated with the obligation. To accept the default
press Next Field. To override the default enter the commitment number and press
Next Field.

12



U I S - - -

I a I NODIFY COTRACT/UENDORN/CODNITEINT/'ORKCODE I NUIS I
U - - • --- 8

I Obligation Document Number: I

I Contract Number: Contract Nod Number:

I Requisition Id: Uendor Code:

I Name:

I Comitment Document Number: RD? Mork Code: I

I Local Appropriation Number: Object Class Code: /F/T: i

I Organization Code: FOB Date:

I Obligation Description: I

Char Node: Replace Page 1 Count: ae
Exit: ALT-FIB

ADP WORK CODE is a 15 character field. Displayed is the adp work code that is
associated with the obligation. To accept the default press Next Field. To override
the default enter an adp work code and press Next Field. A message is displayed if
the work code is invalid.

LOCAL APPROPRIATION NUMBER is a 9 character field. Displayed is the local
appropriation number that is associated with the obligation. To accept the default
press Next Field. To override the default enter :he local appropriation number and
press Next Field. A message is displayed if the appropriation number is invalid.

OBJECT CLASS CODE is a 4 character field. Displayed is the object class code that
is associated with the obligation. To accept the default press Next Field. To override
the default enter an object class code and press Next Field. A message is displayed
if the object class is invalid.

F/T is a 3 character field which represents an accounting element. Displayed is the
F/T that is associated with the obligation. To accept the default press Next Field.
To override the default enter an F/T and press Next Field. A message is displayed
if the F/T is invalid.

13



u -- r n ---- U I S -- -- ------

I • I NODIFY CONTUACT/UENDDJI/COKNITNEHEN ]tORXCODE I NUIS I

I Obligation Document INuber: I

I Contract Number: Contract Nod Number:

1 Requisition Id: Uendor Code:

I flame:

I Comitment Document Number: AD? Work Code: I

I Local Appropriation Number: Object Class Code: F/T: I

I Organization Code: U FOB Date:

I Obligation Description:

Char Node: Replace Page I Count: *6
Exit: ALT-Fli

ORGANIZATION CODE is a 2 character field. Displayed is the organization code
that is associated with the obligation. To accept the default press Next Field. To
override the default enter an organization code and press Next Field. A message is
displayed if the organization code is invalid.

FOB DATE is a 9 character field. Enter the FOB date and press Next Field. Format
is DD-MON-YY. A message is displayed if the format is invalid.

OBLIGATION DESCRIPTION is a 30 character field. Displayed is the description
for the obligation. To accept the default press Save Transaction. To override the
default enter an organization code and press Save Transaction.

NOTES

Press Clear Form to erase all fields or Exit/Cancel to leave the Modify
Contract/Vendor/Commitment/Workcode screen.

14



3.3 Load Historical Obligation Data (V50)

This screen is used to enter historical obligation information. It is similar to VI (Obligate
Funds) except no COEMIS transactions are generated.

---- U I S
I m I LOAD HISTORICAL OBLIGATION DATA I Use I

I Comitment Document Number: Obligation Doc Ibr: I

I Contract Number: Contract Nod Igbr: I

1 UenAor Code: "lame:

I Uendor Address Code: Org Code: Transaction Date:
I Address:

I AD? Work Code: Local Appropriation Number:

I Obligation Amount: F/T: Object Class: I
I I
I Date of Aard: rOB Date: I

Char Node: Replace Page 1 Count: 'm
Exit: fALT-F19

COMMITMENT DOCUMENT NUMBER is a 9 character field. Enter the
commitment number and press Next Field.

OBLIGATION DOC NBR is a 9 character field. Enter the obligation number and
press Next Field. If the document number already exists a message is displayed.

CONTRACT NUMBER is a 16 character field. Enter the contract number and press
Next Field.

15



---- --- U I S ----- - --- s

I r.M= I LOAD HISTORICAL OBLIGATION DATA I u5s I

I Commitment Document Number: Obligation Doc Kbr:

I Contract Number: Contract No Nbr:

I Uendor Code: Nem:

I •endor Address Code: * Org Code: T Transaction Date:

I Address:_________-_I

I ADP Work Code: Local Appropriation Number:

I Obligation Amount: F/T: Object Class: I

I Date of Award: FOB Date:

Char Mode: Replace Page 1 Count: we
Exit: ALT-FPi

CONTRACT MOD NUMBER is a 3 digit field. This number references the
associated contract number. Enter the contract mod number and press Next Field.

VENDOR CODE is a 10 character field. Enter the vendor code and press Next Field.
If the code is invalid a message is displayed. If the vendor code is unknown press
List Values and select a vendor code, and press Next Field.

NAME is a 40 character field which displays the vendor name that is associated with
the vendor code.

VENDOR ADDRESS CODE is a 2 character field which defaults to '01'. To modify,
enter the vendor address code and press Next Field. A message is displayed if the
address code is invalid. The vendor address code is associated with the vendor code
and populates address information. If the vendor address code is unknown press List
Values, select a vendor address code, and press Next Field.

16



-- u--- U I S ------
! LOAD HISTORICAL OBLIGATION DATA I USe !

U8-- -. -- ---. -- -

I Commitment Document [lumber: Obligation Doc Hbr:

I Contract Number: Contract Mod Kbr: I

I Uendor Code: Manae:

I Uendor Addre.. Code: U Org Code: * Transaction Date.

I Address: NII__N NNcmm__n-_m

I RDF Vork Code: ý Local Appropriation Number:

I Obligation Amount: F/T: Object Class:

I Date or Award: 13OB Dte:

Char Mode: Replace Page 1 Count: *0
Exit: ALT-FiB

ORG CODE is a 2 character field. Enter the organization code and press Next Field.
A message is displayed if the organization code is invalid. If the organization code
is unknown press List Values, select an organization code, and press Next Field.

TRANSACTION DATE is a 9 character field. Displayed is the transaction date of
the obligation. To accept the default press Next Field. To override the default enter
a transaction date and press Next Field. The transaction date must be less than or
equal to the current date.

ADDRESS is a field which displays address information related to the vendor code
and vendor name. This information includes address, city, state, zip, country, area
code and phone number.

ADP WORK CODE is a 15 character field. Enter the adp work code and press Next
Field. If the adp work code is invalid a message is displayed. Local appropriation
number is populated in association with the adp work code.
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- - -- U I S - -

I [ I LOAD HISTORICAL OBLIGATION DATA I us1 I

I Commitment Document Iumber: Obligation Doc 1lbr:

I CLntract Number: Contract Hod Ibr: n

I Uendor Code: flame:

I Uendor Address Code: * Org Code: * Transaction Date:

I Address:

I AD? Work Code: Local Appropriation Nhumber:

I Obligation Amount: F/T: Object Claus: I
I I
I Date of 'eard: FOB Date: I

Char Rode: Replace Page 1 Count: we
Exit: ALT-FIB

LOCAL APPROPRIATION NUMBER is a 9 character field which is associated with
the adp work code. To override the default enter a local appropriation number and
press Next Field. A message is displayed if the local appropriation number is invalid.

OBLIGATION AMOUNT is a 13 digit field which includes 2 decimal places. Enter
the obligation amount and press Next Field.

F/T is a 3 character field which represents an accounting element. Enter the F/T
that is associated with the obligation. To accept the default press Next Field. To
override the default enter an F/T and press Next Field. A message is displayed if the
F/T is invalid.

OBJECT CLASS is a 4 character field. Enter the object class code and press Next
Field. A message is displayed if the object class is invalid. If the object class is
unknown press List Values, select an object class, and press NVext Field.
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- -.. . . .U I S -
II LOAD HISTORICAL OBLIGATION DATA I U5s I

I Coitment Document Number: Obligation Doc Nbr: I

I Contract Number: Contract Rod a br:

1 Uendor Code: Name: I

I Uendor Address Code: * Org Code: T Iransaction Date:

I Address:_ NIIN_ N NN m
II

I ADP Work Code: ý Local Appropriation Number: I
I I
I Obligation Amount: 7/4: Object Claus: I
I I
I Date of Award: F3OB Date: I

Char Node: Replace Page I Count:
Exit: ALT-Fle

DATE OF AWARD is a 9 character field which defaults to the current date. Enter
the date of award and press Next Field. Format is DD-MON-YY. A message is
displayed if the format is invalid.

FOB DATE is a 9 character field. Enter the FOB date and press Next Field. Format
is DD-MON-YY. A message is displayed if the format is invalid.
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u -- r n - -U IS - --
I I LOAD HISTORICAL OBLIGATIW DATA I U56 I

I Discount Terms Code: "gDao: m:et:I

I Requlsition ID:

I Hand Receipt ID: flame:

I Retained Percentage: Freight Code:

1 Obligation Description:

Char Mode: Replace Page= 2 Count: -0
Exit: ALT-FIB

DISCOUNT TERMS CODE is a 2 character field. Enter the discount terms code
and press Next Field. A message is displayed if the code is invalid. If the discount
terms code is unknown press List Values, select a discount terms code, and press Next
Field.

DAYS is a 4 character field. Displayed are the discount days associated with the
discount terms code.

% is a 5 character field. Displayed is the percentage for the associated discount
terms code.

NET is a 4 character field. Displayed are the net days associated with the discount
terms code.

REQUISITION ID is a 16 character field. Enter the requisition id and press Next

Field.

HAND RECEIPT ID is a 4 character field. Enter the hand receipt id and press Next

Field.
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- -- - U IS S
I 7 I LOAD HISTORICAL OBLIGRTIOM DATA I USe I

1 Discoant Terms Code: Days: : net:

I Requisition ID:

I Hand Receipt 10: Name:

I Retained Percentage: Freight Code: 1

1 Obligation Description: I

Char Mode: Replace ?aeO Z Count: as
Exit: RLT-F19

NAME is a 25 character field. Displayed is the name of the hand receipt holder.

RETAINED PERCENTAGE is a 4 digit field. Enter the retained percent and press
Next Field.

FREIGHT CODE is a I character field which defaults to 'D'. To accept the default
press Next Field. To override the default, enter the appropriate freight code and
press Next Field. The only valid entries are 'D', 'O' and 'N'.

OBLIGATION DESCRIPTION is a 30 character field. Enter the description for the
obligation and press Save Transaction.
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3.4 Load Historical Expenditure Data (V51)

This screen is used to enter historical expenditure information. It is similar to V8 (Enter
Expenditure) except no COEMIS transactions are generated.

• ,--- • uU 1 S -----

I azam I LOAD HISTORICAL EXPEIDITIURE DTIA I U51 I

I Obligation Document Number: II I
I Contract Number: Contract Nod Nmber:

I Transaction Date: ne Nt Unliquidated Balance: I

I Object Clam Code: F/T: ADP Work Code: I

I Uendor Code: • Name:

I Organization Code: N Deliuertj Date: A Acceptance Date: I

I Description:

I Partial/Final Flag: * Partial Pay Number: i
I Expendittre Amount: Expenditure Document Number: I

Char Node: Replace Page 1 Count: a@
Exit: ALT-FIB

OBLIGATION DOCUMENT NUMBER is a 9 character field. Enter an obligation
document number and press Execute Query. If the obligation document number is
invalid, an error message is displayed. The following fields are populated: contract
number, contract mod number, net unliquidated balance, object class code, F/T, adp
work code, vendor code, name and organization code. The cursor advances to the
transaction date.

CONTRACT NUMBER is a 16 character field. If the obligation document number
is skipped, enter the contract number and press Next Field.

CONTRACT MOD NUMBER is a 3 digit field. If a Contract Number is entered,
enter the Contract Modification Number and press Execute Query. The following
fields are populated: obligation document number, net unliquidated balance, object
class code, F/T, adp work code, vendor code, name and organization code. The
cursor advances to the transaction date.
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-U I S -- -

i i LOAD HISTORICAL EXPIEDITURE DATA I U51 I

I Obligation Document Number: I
I I
I Contract Number: Contract Nod Number: I

I Transaction Date: n Net Unliquidated Balance: I

I Object Class Code: F/T: ADP Vork Code: I

I Uenior Code: f la"e:m

I Organization Code: * Delivery Date: Acceptance Date: I

I Description:

I Partial/Final Flag: * Partial Pay Number: i

I Expenditure Amount: Expenditure Document Number:

Char Mode: Replace Page 1 Count: No
Exit: ALT-FIB

TRANSACTION DATE is a 9 character field. Displayed is the transaction date for
the expenditure. To accept the default press Next Field. To override the default
enter a transaction date and press Next Field. The transaction date must be less than
or equal to the current date.

NET UNLIQUIDATED BALANCE is a 13 digit field. Displayed is the remaining
obligation balance that is associated with the obligation number.

OBJECT CLASS CODE is a 4 character field. Displayed is the object class code that
is associated with the obligation number.

F/T is a 3 character field which represents an accounting element. Displayed is the
F/T that is associated with the obligation number.

ADP WORK CODE is a 15 character field. Displayed is the adp work code that is
associated with the obligation number.

VENDOR CODE is a 10 character field. Displayed is the vendor code that is
associated with the obligation number.
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U I S .
I 1 LOAD HISTORICAL EXPEIDITURE DATA I U51 I

I Obligation Document Number: II I
I Contract P,.ber: Contract Nod Number: I

i Transaction Date: niNet Unliquidated Balance:

I Object Class Code: MFrY: AD?• ork Code:

I Uendor Code: a Re:

I Organization Code: * Deli very Date: Acceptance Date:

I Description: I

I Partial/Final Flag: * Partial FPa Number: I
I I
I Expenditure Amount: Expenditure Document Number:

Char Node: Replace Page I Count: No
Exit: ALT-FIg

NAME is a 40 character field which displays the vendor name that is associated with
the vendor code.

ORGANIZATION CODE is a 2 character field. Displayed is the organization code
that is associated with the obligation number.

DELIVERY DATE is a 9 character field which defaults to the current date. To
accept the default press Next Field. To override the default, enter the correct
delivery date in the format DD-MON-YY (i.e. 01-MAR-92) and press Next Field.
If the delivery date is less than or equal to the date of the obligation, a warning will
be issued to the user. Delivery date must be less than or equal to the current date.
An error message is displayed if this condition is not met.

ACCEPTANCE DATE is a 9 character field which defaults to the current date. To
accept the default press Next Field. To override the default, enter the correct
acceptance date in the format DD-MON-YY (i.e. 01-MAR-92) and press Next Field.
The acceptance date must be greater than or equal to the delivery date. An error
message is displayed if this condition is not met.
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. - - -- - - - - - - - U I S
I BI LOAD HISTORICAL EXPEiDITURE DATA I U51 I

I Obligation Document Number: II !
I Contract Number: Contract Nod nmber: I

I Transaction Date: W Net Unliquidated Balance:

I Object Class Code: 4/T: ADP Mork Code:

I Uendor Code: Name: I

I Organization Code: * Delivery Date: Acceptance Date:

I Description:

i Partiai/Final Flag: * Partial Pay iumber:
I Expenditure Amount: Expenditure Document Number:

Char Mode: Replace Page 1 Count: as
Exit: ALT-FIB

DESCRIPTION is a 2 line, 60 character per line field for entering a brief description
of the expenditure. Enter Line I of the description and press Next Field. Continue
entering information on Line 2 of the description and press Next Field.

PARTIAL/FINAL FLAG is a 1 character field which defaults to (P)artial. To accept
the default press Next Field. To override the default, enter a (F)inal and press Next
Field.
The only valid entries are (P)artial or (F)inal. Partial/Final Flag cannot be marked
(F)inal if a final expenditure already exists for the obligation. An error message is
displayed if this occurs.

PARTIAL PAY NUMBER is a 3 digit field which contains a number sequentially
generated by the system.

EXPENDITURE AMOUNT is a 13 digit field. Enter the amount to be expended and
press Next Field. Amount entered cannot be greater than the net unliquidated
balance of the obligation. An error message is displayed if this occurs.
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- U I S - -
I r I LOAD HISTORICAL EXPENDITURE DATA I U51 I

I Obligation Document Number: I

I Contract Number: Contract Nod Number: U I

I Transaction Date: M Net Unllquldated Balance: I

I Object Class Code: F/T: ADDF Work Code: I
I I
I Uendor Code: Nam:
I
I Organization Code: * Deliveryg Date: • Acceptance Date:
I
I Description:
II
II
I Partial/Final Flag: * Partial Pay Number:

1 Expenditure Amount: Expenditure Document Number: I

Char Node: Replace Page I Count: me
Exit: ALT-Fie

EXPENDITURE DOCUMENT NUMBER is a 9 character field. Enter the

expenditure document number and press Save Transaction.

NOTES

Press Clear Form to erase all fields or Exit/Cancel to leave the Load Historical
Expenditure Data screen.
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4. DISBURSING

4.1 Overview

The Disbursing role is primarily used to review scheduled payments or cancel a scheduled
payment. The Chief of Finance and Accounting Branch and Chief of Disbursing have access
to this role. The Reports option is defined in detail in the REPORTS section of this
manual. The main menu for the Disbursing role is shown below.

M .* U I S ---- - .I ffrTl I ,,'WIFRATO SSE -• MAI " EM I]l l

menu Options: I

III * • ISHUI IMEM7

I I

I leeee enter an option and pess SELECT OPION (NEXT FIELD):
I nter a menu option, screen code, (P) for previos menu, or (ROLE) I
I to go dictly to the role selection screen to change roles.

Char Mode: Replace Page s Count: oe

Exit: ALT-Ti1
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4.2 Review Scheduled Payments (V26)

This screen allows the user to review the scheduled payment transactions for a particular
date.

i ........ F i DIEW SCMMmLU. 1FAVA T V3ACTIOINS 1 U26 1

I Scheduled Payment Date: I

I xpenditiure Documnt Number: ADIP Vark Code: I
I I
I Amount: Local Appropriation Number: I
I I
I Contract Number: Contract Nodif icatiou Number: I

I Initial Entry ID: Object Clam Code: I

I Uendor Code: • Name:

I Uendor Address Code: I

1 Address: _

Char Node: Replace Page 1 Count: me
Exit: ALT-FIB

SCHEDULED PAYMENT DATE is a 9 character field. Enter the scheduled payment
date for the transaction(s) you want to review and press Execute Query. Format is
DD-MON-YY. If the format is invalid a message is displayed. All fields are
populated. Press Next Record and Previous Record to scroll through each transaction
for the scheduled payment date entered.

EXPENDITURE DOCUMENT NUMBER is a 9 character field. Displayed is the
expenditure that is scheduled for the entered scheduled payment date.

ADP WORK CODE is a 15 character field. Displayed is the adp work code that is
associated with the expenditure number.

AMOUNT is a 13 digit field including 2 decimal places. Displayed is the expen ture
amount that is scheduled for payment.
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-V IS -.

I • I RDJEW SCHEDULEI •PWIDIT TMIOACTIOS I U• I

I Scheduled Paymeut Date: I

I Expenditure Dzment Number: ADP Mark Code: I
II
I mount: Local Appropriation ftmber:
II
I Contract Number: Comtract Nodif ication Number:

I laitial Entry ID: Object Class Code: I

I Uendor Code: N Rme:a

I Uendor Addres Code:-.
I dd :

Char Node: Replace Page I Count: 4
Exit: ALT-FIB

LOCAL APPROPRIATION NUMBER is a 9 character field. Displayed is the local
appropriation number that is associated with the expenditure number.

CONTRACT NUMBER is a 16 character field. Displayed is the contract number that
is associated with the expenditure number.

CONTRACT MODIFICATION NUMBER is a 3 digit field. Displayed is the contract
modification number that is associated with the contact number and expenditure
number.

INITIAL ENTRY ID is a 12 character field which displays the employee userid who
created the initial expenditure.

OBJECT CLASS CODE is a 4 character field. Displayed is the object class code that
is associated with the expenditure number.

VENDOR CODE is a 10 character field. Displayed is the vendor code that is
associated with the expenditure number.
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I m I RDJIEI SCHEDE PA'NUT TRANSATIONS I U26 I

I Scheduled P agnent Date: • I

I Expenditure Document uamber: AD? Mork Code:

I mount: Local Appropriation Nimber:

I Contract Niumber: Contract flouificatiou Nhumber: M

I Initial Entry ID: Object Class Code:

I Uendor Code: fl awe: I

I Uendor Address Code: 1

1 Addres: s

Char Node: Replace Page 1 Count: -8
Exit: ALT-FIg

NAME is a 40 character field which displays the vendor name associated with the
vendor code.

VENDOR ADDRESS CODE is a 2 character field. Displayed is the vendor address
code that is associated with the vendor code and expenditure number.

ADDRESS is a field which displays address information associated with the vendor
address code. Included in this information is the address, city, state, zip, country,
area code and phone number.

NOTES

Press Clear Form to erase all fields or Exit/Cancel to exit the Review Scheduled
Payment Transactions Screen.
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4.3 Cancel Disbursement (V25)

This screen is used to cancel an expenditure that has been scheduled for payment.

U IS
I .... .I cM~EL D]ISMURSDTS I U25 I

I Expenditure Docuent Number:
II
I iption:

I Scheduled Payment Date: ADN Vork Code:

Contract Ilumber: Contract od if ication Nhumber: I
II
I Uendor Code: a me:
II
I Disbursement Amount: I

II

I Do you want to cancel this disburseame?:

Char Node: Replace Page 1 Count: No
Exit: ALT-FIO

EXPENDITURE DOCUMENT NUMBER is a 9 character field. Enter the
expenditure number and press Execute Query. If the number is invalid or a record
is not retrieved a message is displayed. If the expenditure number is unknown press
List Values and select a number. All fields will be populated.

DESCRIPTION is a field which displays information about the expenditure.

SCHEDULED PAYMENT DATE is a 9 character field. Displayed is the date the
associated expenditure is scheduled to be paid.

ADP WORK CODE is a 15 character field. Displayed is the adp work code for the
associated expenditure.

CONTRACT NUMBER is a 16 character field. Displayed is the contract number that
is associated with the expenditure.

31



'4- UIS "

I I CAINCEL DISNIUISDEITS I L2 I

I Expenditure Documnt Number:I I

I Description: |

I Scheduled Payment Date: AIP uork Code:

I Contract Number: Contract Nodification Number: U

1 endor Code: Nlame:

I Disbursement Amount: I

I Do you want to cancel this disbursement?:-

Cher Node: Replace Page I Count: *8
Exit: ALT-FIB

CONTRACT MODIFICATION NUMBER is a 3 digit field. Displayed is the
modification number that is associated with the contract number and the expenditure
number.

VENDOR CODE is a 10 character field. Displayed is the vendor code that is
associated with the expenditure number.

NAME is a 40 character field which displays the vendor name associated with the
vendor code.

DISBURSEMENT AMOUNT is a 13 digit field including 2 decimal places. Displayed
is the disbursement amount associated with the expenditure number.

DO YOU WANT TO CANCEL THIS DISBURSEMENT"? is a 1 character field which
defaults to (N)o. To cancel the disbursement enter a (Y)es and press Save
Transaction. A message is displayed if a (Y)es or (N)o is not entered.
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I , i CAEL DISEWEMENTS I U25

I Expend iture Document Nuber: I
I I

I Description: I

I Scheduled Payment Date: ADP Work Code:

I Contract Number: Contract Modification lhmber:

I Uendor Code: ý nowe:I

I Disbursement Amount:

I Do you want to cancel this disbursement?:

Char Mode: Replace FaPa I Count: -9
Exit: ALT-FIe

NOTES

Press Clear Form to erase all fields or Exit/Cancel to leave the Cancel Disbursements
screen.
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5. EXAMINATION

.1 Overview

The Examination role is concerned with creating expenditures, scheduling payments, and
maintaining vendors and vendor addresses. The Chief of Finance and Accounting Branch,
Chief of Examination Section and examiners have access to this role. The Reports option
is defined in detail in the REPORTS section of this manual. The Exam Maintenance
option is defined in detail in the MAINTENANCE section of this ma.'ual. The main
menu for the Examination role is shown below.

------ - - --- - U I SI C"lIP 'll I -v UEDO •MOMA-0 SYTE - I • 1ME

menu Options:

I ENTER - - -E--------TURE

I I gCEL EXPENITURE

I I CACE D ISBURSEMENI-I * I I

1IX MAINTENANCE I I
I I: EDI *RE INFRMAIO

I I CME/ I RECURING EXENI TUE II
I I EDIT AUTMAIC S*CING

I I i E-TREI* mnC DTILS

UIS UserID D2 Role

I Please enter an option and press SELECT OPTION (NEXT FIELD):
I Enter a menu option, screen code, QF) for previous menu, or (ROLE)
I to go directly to the role selection screen to change roles.

Char Node: Replace Page 1 Count: No
Exit: ALT-FIO
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5.2 Enter Expenditure (V8)

This screen records receiving action and generates an expenditure transaction for COEMIS
updating.

- U I S - -,
II ENITER RECEIVING REPORT I U4 I

I Obligation Document Iumber: I
I I

I Contract Number: Contract No& Hamber: I

I Transaction Date: M9711 Net Unliquidated Balance:

I Object Class Code: F/T: 1ADI Work Code:

I Uendor Code: Name:

I Organization Code: 3 Deliuery Date: Acceptance Date:

I Description: I

I Partial/Final Flag: I Partial Pay Number: M TB0?: I DSSH: = Cycle: I
I I
I Expenditure Imount: Expenditure Document Number: I

Char Rode: Replace Page I Count: No
Exit: ALT-FIG

OBLIGATION DOCUMENT NUMBER is a 9 character field. Enter an obligation
document number and press Execute Query. If the obligation document number is
invalid, an error message is displayed. The following fields are populated: contract
number, contract mod number, net unliquidated balance, object class code, item
code, adp work code, vendor code, name and org code. The cursor advances to the
transaction date.

CONTRACT NUMBER is a 16 character field. If the obligation document number
is skipped, enter the contract number and press Next Field.

CONTRACT MOD NUMBER is a 3 digit field. If a Contract Number is entered,
enter the Contract Modification Number and press Execute Query. The following
fields are populated: obligation document number, net unliquidated balance, object
class code, item code, adp work code, vendor code, name and org code. The cursor
advances to the transaction date.
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- --- - -- U I S - -
I I NTER RECEIUING REPORT I Us I

I Obligation Document Number: II I

I Contract Number: Contraect Nod Numbe: I

I Transaction Date: MN Net Unliquidated Balance:

I Object Class Code: M FIT: RD Mork Code:

I Wonder Code: ý Name:

I O~rganizati on Code: * Deli very Date: Acceptance Date:

I Description:

I Partial/Final Flag: I Partial PFa Number: M TB07: I DSSH: M Cycle: * 1
1 1
1 Expenditure Amount: Expenditure Document Number:

Char Node: Replace Page I Count: No
Exit: ALT-FIB

TRANSACTION DATE is a 9 character field. Displayed is the transaction
date for the expenditure. To accept the default press Next Field. To
override the default enter a transaction date and press Next Field. The transaction
date must be less than or equal to the current date.

NET UNLIQUIDATED BALANCE is a 13 digit field. Displayed is the remaining
obligation balance that is associated with the obligation number.

OBJECT CLASS CODE is a 4 character field. Displayed is the object class code that
is associated with the obligation number.

F/T is a 3 character field which represents an accounting element. Displayed is the
F/T that is associated with the obligation number.

ADP WORK CODE is a 15 character field. Displayed is the adp work code that is
associated with the obligation number.

VENDOR CODE is a 10 character field. Displayed is the vendor code that is
associated with the obligation number.
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ENTER RECEIING REPORT I Ue I

I Obligation Document Number: I1 I
I Contract flamber: Contract Hod Mumber: I

I Transaction Date: ITEM • Net Unliquidated Balance:

I Object Class Code: n FT: RD? Work Code: I

I Uendor Code: Rame:w

I Organization Code: * Delivery Date: acceptance Date:

I Description:

I Partial'Iinal Flag- I Partial Pay Number: * TUO?: a f)33f: M Cycle: I
I I
I Expenditure Amount: Expenditure Document Number: I

Char Node: Replace Page I Count: .6
Exit: ALT-4ie

NAME is a 40 character field which displays the vendor name that is associated with
the vendor code.

ORGANIZATION CODE is a 2 character field. Displayed is the organization code
that is associated with the obligation number.

DELIVERY DATE is a 9 character field which defaults to the current date. To
accept the default press Next Field. To override the default, enter the correct
delivery date in the format DD-MON-YY (i.e. 01-MAR-92) and press Next Field.
If the delivery date is less than or equal to the date of the obligation, a warning will
be issued to the user. Delivery date must be less than or equal to the current date.
An error message is displayed if this condition is not met.

ACCEPTANCE DATE is a 9 character field which defaults to the current date. To
accept the default press Next Field. To override the default, enter the correct
acceptance date in the format DD-MON-YY (i.e. 01-MAR-92) and press Next Field.
The acceptance date must be greater than or equal to the delivery date. An error
message is displayed if this condition is not met.
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____- -UI5 S --- -----------

i I ENTER RECEIUING REPORT I UB I

I Obligation Document Number: ,I I
I Contract Number: Contract Nod Number: I

I Transaction Date: N'G Net Unliquidated Balance:

I Object Class Code: F/T: RD Veork Code:

I Uendor Code: N ame.:

I Organization Code: * Delivery Date: Acceptance Date:

I Description:

I Partial/Final Flag: I Partial Pay Number: T I8: I DSS: = Cycle: I
I I
I Expenditure Mount: • Expenditure Document Number: I

Char Node: Replace Page I Cuunt: %9
Exit: ALT-FlO

DESCRIPTION is a 2 line, 60 character per line field for entering a brief description
of the expenditure. Enter Line 1 of the description and press Next Field. Continue
entering information on Line 2 of the description and press Next Field.

PARTIAL/FINAL FLAG is a 1 character field which defaults to (P)artial. To accept
the default press Next Field. To override the default, enter a (F)inal and press Next
Field.
The only valid entries are (P)artial or (F)inal. Partial/Final Flag cannot be marked
(F)inal if a final expenditure already exists for the obligation. An error message is
displayed if this occurs.

PARTIAL PAY NUMBER is a 3 digit field which contains a number sequentially
generated by the system.

TBO is a 1 character field which defaults to (N)o. To accept the default press Next
Field. If the flag is set to (N)o, the cursor advances to expenditure amount. To
override the default, enter a (Y)es and press Next Field. If the flag is set to (Y)es,
the cursor advances to the DSSN number. The only valid entries are (Y)es or (N)o.
The default can be changed to (Y)es only when the expenditure cites a Military
appropriation.
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.- -. -- -- -- - U IS . . . . . . ..__ - w

I I DNTER RECEIUlHINREPORT I US I

I Obligation Document Number: I
I I

I Contract Number: Contract Nod Number: I

1 Transaction Date: flot Unliquidated Balance:

I Object Class Code: F/T: AD? Vork Code: I

I Ueodor Code: ý lae:m
I
I Organization Code: * Delivery Date: A lcceptamce Date:

I Description: I

I Partial/Final Flag: I Partial Pay Number: M TBO?: I DSSN: = Cycle: *]
1 Expenditure Amomnt: ý Expilttare Document Rumber-

Char flode: Replace Page 1 Count: as
Exit: ALT-FIB

DSSN is a 4 character field which is display only if the TBO flag is set to (N)o. If the
TBO flag is set to (Y)es, then enter the DSSN number and press Next Field. DSSN
must be entered if TBO.

CYCLE is a 2 character field which is display only if the TBO flag is set to (N)o. If
the TBO flag is set to (Y)es, then enter the Cycle Number and press Next Field.
Cycle Number must be entered if TBO.

EXPENDITURE AMOUNT is a 13 digit field. Enter the amount to be expended.
At this point the transaction is saved by pressing Save Transaction. Amount entered
cannot be greater than the net unliquidated balance of the obligation. An error
message is displayed if this occurs.

EXPENDITURE DOCUMENT NUMBER is a 9 character field. This number is
generated by the system and is populated after the transaction is saved.

NOTES

Press Clear Form to erase all fields or Exit/Cancel to leave the Enter Receiving
Report screen.
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5.3 Schedule Expenditures (V9)

This screen schedules an expenditure to be paid on a specified date.

---------------- U I S ------------ -.iI SCHEDE PAYNET I U9 I

I Expenditure Document amber Invoice Nume I
I Description:

I Uendor Code: Name:
I UVedor Addr Code:
I Adres

Partial/Finail Flag: * Partial Pay lumber: OAD? Mork Code:
I I

I Disbursement Amount: • PPA Flag: 3 PPA Amount: I
I I
I PTA Type: I PTA Reason: 1 1S99 Amount: Tax ID:I

I I
I Schedule Pay Date: Delivery Date: • Accept Date:

I I

Char Node: Replace Page 1 Count: -8
Exit: ALT-F1i

EXPENDITURE DOCUMENT NUMBER is a 9 character field. Enter the
expenditure number and press Execute Query. A message is displayed if the number
is invalid or if a record is not retrieved. If *he expenditure number is unknown press
List Values and select a number.

INVOICE NUMBER is a 15 character field. Enter the invoice number for the
expenditure. If the invoice number does not exist press List Values to create invoice
details. If the invoice number already exists press Next Field. The cursor advances
to the description.
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. - . - - - * - ------- U 1 -

I UTER/EDIT IROICE DETAILS 1 U33 1

Invoice Phaber: - Uendor Code: i:T :

Inuoice Date: bte Date:

Invoice Receipt Date:

I Invoice Tese Code: * Das: * y.: met:

oGriss Amount:

I Earnings Period Start Date:

Earnings Period Stop Date:

Char Node: Replace Page I Count: we
Exit: ALT-FIB

INVOICE NUMBER is a 15 character field. Displayed is the invoice number entered
on the previous page.

VENDOR CODE is a 10 character field. Displayed is the vendor code that is
associated with the invoice number.

INVOICE DATE is a 9 character field. Enter the invoice date and press Next Field.
Format is DD-MON-YY. A message is displayed if the format is invalid.

DUE DATE is a 9 character field. Enter the invoice due date and press Next Field.
Format is DD-MON-YY. A message is displayed if the format is invalid.

INVOICE RECEIPT DATE is a 9 character field that defaults to the current date.

To accept the default press Next Field. To override the default enter an invoice
receipt date and press Next Field. The invoice receipt date must be less than or
equal to the current date.
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I I IITEER/EDIT IWOICE DETAILS I 1133 I

Invoice Number: rkI Uendor Code: 2IIII I

Invoice Date: ýu e Date:

Inuoice Receipt Date: I

Invoice Terms Code: * Days: n o: Net: U

Gross mount:

Earnings Period Start Date:

Earnings Period Stop Date:

Char Node: Replace Page 1 Count: me
Exit: ALT-Fle

INVOICE TERMS CODE is a 2 character field that identifies payment terms offered
on an invoice. Enter the invoice terms code and press Next Field. If the terms code
is unknown press List Values and select a terms code. Days, %, and net are
populated.

DAYS is a field associated with the invoice terms code. Days is the number of days
used to calculate the valid discount.

% is a field associated with the invoice terms code. Percent (%) is the actual percent
of the discounts.

NET is a field associated with the invoice terms code. Net days is the number of
days that the net amount is due.

GROSS AMOUNT is a 13 digit field including 2 decimal places. Enter the total
amount of the invoice and press Next Field.
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I **MN- I DITER/EDIT MUD=IC DETAILS I V.33 I

I Invoice fNuber: 01Uendor CoUe: IoSIIod

I Invoice Date: • Due Date:

I Involce Receipt Date: ** I

I Invoice Terms Code: M nas: * •.: w Net: 1

Gross Amount:

I Earning. Period Start Date:

I Earning. Period Stop Date:

Char Mode: Replace Page 1 Count: am
Exit: ALT-Fli

EARNINGS PERIOD START DATE is a 9 character field. Enter the earnings period
start date and press Next Field. Format is DD-MON-YY. A message is displayed
if the format is invalid.

EARNINGS PERIOD STOP DATE is a 9 character field. Enter the earnings period
stop date and press Next Field. Format is DD-MON-YY. A message is displayed if
the format is invalid.

NOTES

Once all necessary fields have been entered press Save Transaction.
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I I SCHEDULE PAYND"T I U9 I

I Expenditure Document Number Invoice Ilan
I Description :

I Uendor Code: Name:
I Uendor Addr Code:
I Address:I

I M

I Partial/Final Flag: 3 Partial Pay Number: i AD? Mork Code:

I Disbursement Amount: PPA Flag: * PPA Amount: I

I PPA Type: I PPA Reason: I 1099 Amount: Taix ID: iI I
I Schedule Pay Date: Deliuery Date: • Accept Date:

Char Node: Replace Page I Count: *0
Exit: RLT-F1I

DESCRIPTION is a field which displays information that is entered with the initial
expenditure. To override this description, enter scheduled payment information and
press Next Field.

VENDOR CODE is a 10 character field. Displayed is the vendor code associated
with the expenditure.

NAME is a 40 character field which displays the vendor name associated with the
vendor code.

VENDOR ADDR CODE is a 2 character field. Displayed is the vendor address code
associated with the expenditure. To accept the default prces Next Field. To override
the default enter a vendor address code and press Next Field. A message is displayed
if the vendor address code is invalid. If the addiess code is unknown press List
Values and select one.

ADDRESS is a field which displays address information related to the vendor code
and vendor name. This information includes address, city, state, zip, country, area
code and phone number.
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I SI CHEDULE PAY•NIIT I V9 I

IExpenditure Document Humber* Invoice Rue
I Description:

I Umnior CoeIae
I Uendor Addr Code:

IAdd~ress:I

I Partial/Final Flag: * Partial Pay Number: AD? Work Code:
I I
I Disbursement Amount: • PPA Flag: * PPA Amount: I
I I
I PPA Type: I PPA Reason: 1 1e9 Amount: Tax ID: I
I I
I Schedule Pay Date: • Delivery Date: • Accept Date:

I I

Char Node: Replace Page 1 Count: -w
Exit: ALT-FIB

PARTIAL/FINAL FLAG is a 1 character field. Displayed is the partial/final flag
associated with the expenditure. To override the value enter a 'P' or 'F' and press
Next Field. A message is displayed if the flag is invalid.

PARTIAL PAY NUMBER is a 3 digit field. Displayed is the partial pay number
associated with the expenditure.

ADP WORK CODE is a 15 character field. Displayed is the adp work code
associated with the expenditure.

DISBURSEMENT AMOUNT is a 13 digit field including 2 decimal places. It
defaults to the expenditure amount. To accept the default press Next Field. To
override the default enter a disbursement amount and press Next Field.

PPA FLAG is a I character field which defaults to (Y)es if subject to the Prompt
Payment Act. To accept the default press Next Field. To override the default, enter
(N)o and press Next Field.
The only valid entries are (Y)es and (N)o.
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I * ISCHEDULE PAYMNDT 1 U9 1

I Expenditure Document Number Invoice :n
I Description:

I Uendor Code: Name:
I Uendor Addr Code:
I Address:

I partial/final Flag: P artial Pay Normber: AD? Work Code:
I I
I Disbursement Amount: A PPA Flag: ? PA Amount: I

I ??A Type: I ??A Reason: I1S9 Amount: Tax ID: II I

I Schedule Pay Date: Deliuery Date: Accept Date:
I I

Char Mode: Replace Page I Count: -0
Exit: ALT-FiS

PPA AMOUNT is a 13 digit field including 2 decimal places. This field is used for
adjustments which need to be reported on the Prompt Payment Act Report. These
adjustments include interest penalties, discounts, early payments and payments made
during the grace period. If a PPA amount is not entered press Next Field and the
cursor advances to the 1099 amount field. If a PPA amount is entered press Next
Field and the cursor advances to the PPA type field.

PPA TYPE is a 1 character field. Enter the. appropriate code for type of penalty and
press Next Field or press List Values for a list of available codes.

PPA REASON is a I character field. Enter the reason code for the late payment
interest penalty incurred and press Next Field or press List Values for a list of
available codes.

1099 AMOUNT is a 13 digit field including 2 decimal places. Enter amount paid to
the vendor if issuance of a TD 1099 is required and press Next Field. These are
usually payments to individuals providing services.
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I c SCHEDULE PAY•EIT I U9 I

l Expenditure Document Number Inuoice Ilan
I Description:

I Uendor Code: INae:
I Uendor Addr Code:
I Adreas:I

I I

Disbursement Amount: ýP FA Flag: PPA Amount: I

I PPA Type: I PPA Reason: 1 1059 Amoent: • Tax ID: I
I I

I Schedule Pay Date: Deliuery Date: Accept Date:
I I

Char Mode: Replace Page I Count: 0

Exit: ALT-FID

TAXID is a 11 character field. Displayed is the vendor taxid associated with the
vendor. To accept the default press Next Field. To override the default enter a
vendor taxid and press Next Field.

SCHEDULE PAY DATE is a 9 character field. Enter the schedule payment date and
press Next Field. Format is DD-MON-YY. A message is displayed if the format is
invalid.

DELIVERY DATE is a 9 character field. Displayed is the delivery date associated
with the expenditure. To accept the default date press Next Field. To override the
default enter a delivery date and press Next Field. Format is DD-MON-YY. A
message is displayed if the format is invalid.

ACCEPT DATE is a 9 character field. Displayed is the acceptance date associated
with the expenditure. To accept the default date press Save Transaction. To
override the default enter an acceptance date and press Save Transaction. Format
is DD-MON-YY. A message is displayed if the format is invalid.
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I I SCHEDULE PAYIMENT I US I

1 Expenditure Document ub: Invocc e
I Description:

I Uendor Code: Name:
I Uendor Addr Code:
I Address:Co ~ j e

w M

I Partial/Final Flag: * Partial Pay Number: U AD? Vork Code:
I I

I Disbursement Amount: PPA Flag: * PPA Amount: • I
I I
I PrA Type: I PPA Reason: 1 1055 Amount: Tax ID: I

I Schedule Pay Date: ý Delivery Date: Accept Date:
I I

Char Mode: Replace Page 1 Count: we
Exit: ALT-F18

NOTES

Press Clear/Fonm to erase all fields or press Exit/Cancel to leave the Schedule
Payment Screen.
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5.4 Review Scheduled Payments (V26)

This screen allows the user to review the scheduled payment transactions for a particular
date.

-I U 1IS
=11 I DEIIV SCHO.. Ph"M lnFM•Ul I tlb I

I Schell Payment Bate: I

I V ditaie Dnmt Niumbe: -Am wok Co&: I
I I
I ft=Twt: LocaI ApoupWalon Ntmw: kI

I Cotract ftmbor: Cotra~ct ftd if icatiam flemae: 1
1 I
1Iulitial 1mtag ID: Object Class Code: I

I uno Code: -ý rawg:

I Unsdar Alurm Cods:E

Char Nods: Iplace Pop_ _ Cot: _,e

Ecit: ALT-FIB

SCHEDULED PAYMENT DATE is a 9 character field. Enter the scheduled payment
date for the transaction(s) you want to review and press Execute Query. Format is
DD-MON-YY. If the format is invalid a message is displayed. All fields are
populated. Press Next Record and Previous Record to scroll through each transaction
for the scheduled payment date entered.

EXPENDITURE DOCUMENT NUMBER is a 9 character field. Displayed is the
expenditure that is scheduled for the entered scheduled payment date.

ADP WORK CODE is a 15 character field. Displayed is the adp work code that is
associated with the expenditure number.

AMOUNT is a 13 digit field including 2 decimal places. Displayed is the expenditure
amount that is scheduled for payment.
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-- I WIN SOULD ?MNT 9IMC!UI I UIS I

I Sbeklemd Payment Date: I

I hgeniiture Document Number: AD? Uwrk Code:I

I Aont: laca I A•ipation Numer.:

I Comtract Nimber: Cotrwect NIlt rcatiom hmber: U
I latlal No ID:W Object Cla Code:

I Usd Code: ý- Fme: I

I Waerm Addres Code:f I

I A&I

Char IhId: -eplacz Pqp I Count: No
xit: ALT-FIB

LOCAL APPROPRIATION NUMBER is a 9 character field. Displayed is the local
appropriation number that is associated with the expenditure number.

CONTRACT NUMBER is a 16 character field. Displayed is the contract number that
is associated with the expenditure number.

CONTRACT MODIFICATION NUMBER is a 3 digit field. Displayed is the contract
modification number that is associated with the contact number and expenditure
number.

INITIAL ENTRY ID is a 20 character field which displays the employee name who
created the initial expenditure.

OBJECT CLASS CODE is a 4 character field. Displayed is the object class code that
is associated with the expenditure number.

VENDOR CODE is a 10 character field. Displayed is the vendor code that is
associated with the expenditure number.
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I • I RUIJEM SCOUL MA(II nIMWITOM I UI6 I

I cbmisle4d Payment Date: I

I bxpnditaie Doument lHuber: AD? Mark Code:II- I

I ount: Locai Appq•oriation l"uber:
II
I Ciontzact Hmber: sbact Ioft icattom umhber: r

Inlttial Ihtzg ID: Object Clam Code:

I Vendor Cke: Co e: r:
I IedrWen A&

1 Ad re m ._ ___

Char lhuie: NeplJac PqF I Count: me
ltit: ALT-FiO

NAME is a 40 character field which displays the vendor name associated with the
vendor code.

VENDOR ADDRESS CODE is a 2 character field. Displayed is the vendor address
code that is associated with the vendor code and expenditure number.

ADDRESS is a field which displays address information associated with the vendor
address code. Included in this information is the address, city, state, zip, country,
area code and phone number.

NOTES

Press Clear Form to erase all fields or Exit/Cancel to exit the Review Scheduled
Payment Transactions Screen.
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5.5 Cancel Disbursement (V25)

This screen is used to cancel an expenditure that has been scheduled for payment.

1I MCAR= D3isn3tsm I iZ I

I nmiitwm nt Numbe: I

I Scetiw m sat__e; OP__ Workcode:: II I

ICntact Nmbder: O.,ptraceo Noiicto Numbe: IO

I I

I 3c: eU-e ? la Code:
II
I Dibremenat Al~ nefatNdfictmIbr
II

Cha MaCde: -e~c Pqp. 1 on:I

EXPENDITURE DOCUMENT NUMBER is a 9 character field. Enter the

expenditure number and press Execute Query. If the number is invalid or a record
is not retrieved a message is displayed. If the expenditure number is unknown press

List Values and select a number. All fields will be populated.

DESCRIPTION is a field which displays information about the expenditure.

SCHEDULED PAYMENT DATE is a 9 character field. Displayed is the date the

associated expenditure is scheduled to be paid.

ADP WORK CODE is a 15 character field. Displayed is the adp work code for the

associated expenditure.

CONTRACT NUMBER is a 16 character field. Displayed is the contract number that
is associated with the expenditure.
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I -),C7W I cffim 31SUMu1T9 I IZ5 I

I ftpmiiltwe Ducmet Numbe:I

S rItim:

IdA11 f ?sAnt Satc: Wt Vwk Coft:I

I contnit Iaba: contbect Noaul 1atio Iawbo: 1

I 'odu Cow: Iýhs

IDisbaonvs.t basut:I

IDo V as wat to caveml this disburxeut?: An,

Char Iadc: Rep Lac: Pap I cmft: as
Uit: ALT-Fm

CONTRACT MODIFICATION NUMBER is a 3 digit field. Displayed is the
modification number that is associated with the contract number and the expenditure
number.

VENDOR CODE is a 10 character field. Displayed is the vendor code that is
associated with the expenditure number.

NAME is a 40 character field which displays the vendor name associated with the
vendor code.

DISBURSEMENT AMOUNT is a 13 digit field including 2 decimal places. Displayed
is the disbursement amount associated with the expenditure number.

DO YOU WANT TO CANCEL THIS DISBURSEMENT? is a 1 character field which
defaults to (N)o. To accept the default press Save Transaction. To override the
default enter a (Y)es and press Save Transaction. A message is displayed if a Y or
N is not entered.
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I Rpqn~itas Documst Nmautw: I
I DI

I iMcficpi apa: _____ ____ M?__ ____ ____ ___

I CotatObr otat tIisinRhr
1 1

I Pk•wr ow nt A ets:

IDo gm wat to caI! this disburemlet?:

Cter Rlude: leplace tqF h Caunt: me
I 't: -LT-fio

NOTES

Press Clear Form to erase all fields or ExittCancel to leave the Cancel Disbursements

screen.
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5.6 Edit Travel Information (V24)

This screen is used to correct or resubmit IATS upload Travel rejects.

- U IS
1 01 Mm E IN~ TUIMu 1 U24 1

I I
I Ubligatian Dwoaummit flbe: I
I Umlar Obligatinn UmuMt Ih to aeUI) II I

I I

I Obligatian Doment Mbu.: II I

I Udr Coo: -I I
I bsiditwe 0WNtI
I II Acceptanlce flog: I
I I
I I
I I
I I

Char Nod: kplace P"P I Count: as
hit: ALT-PFI

OBLIGATION DOCUMENT NUMBER is a 9 character field. Enter the obligation
number and press Execute Query. If the number is invalid or a record is not retrieved
a message is displayed. All fields are populated. If the obligation number is
unknown press List Values and select a travel obligation number.

OBLIGATION DOCUMENT NUMBER is a 9 character field. This field defaults to
the obligation number entered above. To accept the default press Next Field. To
override the default enter an obligation number and press Next Field. If the number
entered is invalid a message is displayed.

VENDOR CODE is a 10 character field. This field displays the vendor code
associated with the obligation number. To accept the default press Next Field. To
override the default enter a vendor code and press Next Field. If the vendor code
is invalid a message is displayed.
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II
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hit: ALT-FIB

EXPENDITURE AMOUNT is a 13 digit field including 2 decimal places. This field
displays the expenditure amount associated with the obligation number. To accept

the default press Next Field. To override the defauh enter an expenditure amount
and press Next Field.

ACCEPTANCE FLAG is a 1 character field which defaults to (R)ejected. To accept
the default press Save Transaction. To override the default enter an (I)n Progress
and press Save Transaction. The only valid entries are (I)n Progress and (R)ejected.

NOTES

Press Clear Form to erase all fields or Exit/Cancel to exit the Edit Travel Information
Screen.
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5.7 Enter/Edit Recurring Expenditures (VII)

This screen creates a recurring expenditure record that will be used to record the
expenditure and generate an expenditure transaction for COEMIS updates.

------------- U 1 3 -------------
t I ENTUEDI! • UMINUG lVENDTl!UEM I Vii I

I Contract Nlmber: Contract Nodlficatlon lamber: I

I Obligtion lamber: Not Unliqaidated Balance:
I Object Claw Code: F/ I
I UVndor Code: Now:I
I Uendor Address Code: FIDF Work Code: I
I Address:I

I Dscription:

Start Date: Expiratton Date: I
"Ialumber of Pagmenta: Papment Period: Nonth(s) I

I Incremental Expenditare Amount: I M
States:

Char lode: Replace Page I Count: .N
Exit: ALT-FIB

CONTRACT NUMBER is a 16 character field. Enter a valid contract number and
press Next Field.

CONTRACT MODIFICATION NUMBER is a 3 digit field. Enter a valid contract
modification number and press Execute Query.
The following fields are populated: obligation number, net unliquidated balance,
object class code, F/T, vendor code, name, vendor address code, adp work code and
address.
The system checks to make sure that the obligation for the contract and contract
modification number has not been canceled. An error message is displayed if this
occurs.
The system also checks to see if a recurring expenditure record has already been
created for the contract and contract modification number. If so, the user may edit
the following fields: description, start date, expiration date, number of payme,'.:',
payment period, incremental expenditure amount and status.
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I M I ENTER/DIT REQUIRING EXWEIIDITURM I UII.

I Contract Nunber: Contract Modiflcation Number: I

I Obligation umber: Net Unliqaidated Balance:
I Object Class Code: I
I UeMdor Code: Nane :
I Uendor Address Code: DM Code: .
I Adrs:I"Vr oe

I Description: A

I Start Date: :Expiraton Date I
I Nomber of Payments: Payment Period: Nonth(m)
I lncrementai Expenditure Amount: = •
I Status: II

Char Node: Replace Page 1 Count: 40
Exit: ALT-FIS

OBLIGATION NUMBER is a 9 character field. Displayed is the obligation number
that is associated with the contract number and contract modification number.

NET UNLIQUIDATED BALANCE is a 13 digit field including 2 decimal places.
Displayed is the remaining balance that is associated with the obligation number.

OBJECT CLASS CODE is a 4 character field. Displayed is the object class code that
is associated with the obligation number.

F/T is a 3 character field which represents an accounting element. Displayed is the
F/T that is associated with the obligation number.

VENDOR CODE is a 10 character field. Displayed is the vendor code that is
associated with the obligation number.

NAME is a 40 character field which displays the vendor name that is associated with
the vendor code.

VENDOR ADDRESS CODE is a 2 character field. Displayed is the vendor address
code that is associated with the vendor code.
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I . M I ENTEREDIT RECURRSING EXENDITURE I Uli I

I Contract Number: Contract Modification Number: I

I Obligation Number: Net Unliquidated lalance:
I Object Class Code: IIUandor Code: t:

I Uendor dLrems Code: RD? Work Code:
I Aiddree" iI

I Description:_

I Start Date: Expiration Date: I
I Number of Po!,onts: PapeUnt Period: Nonth(&) I

Incremental Expenditare IAmount: I
I States:*I

Char Node: Repla•e Page 1 Coant: me
Exit: ALT-FIe

ADP WORK CODE is a 15 character field. Displayed is the adp work code that is
associated with the obligation number.

ADDRESS consists of the address, city, state, zipcode, country code, area code and
telephone number.

DESCRIPTION is a 2 line, 60 character per line field for entering a brief description
of the recurring expenditure. Enter Line 1 of the description and press Next Field.
Continue entering information on Line 2 of the description and press Next Field.

START DATE is a 9 character field that defines the date to begin processing the
expenditure. Enter the start date (DD-MON-YY) and press Next Field. If the
format is invalid a message is displayed. The system checks to make sure the start
date is greater than or equal to the current date. An error message is displayed if
this condition is not met.
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I 0 M I ENTER/EDIT RECURRING EXPENDITURES I U11 I

I ýantract Number: Contract Modiflcation Member: IU---M
I Obligation Ihaber: Met UIiLquidatei Balance: I
I Object Class Code: :I
I Ueador Coda: Name: I
I Welor Mdress Code: or work Code: o
I Address:I

ncIi i I

I Description:__I

I Start Date: Exptration Date: I
Number of Paymant : Pagment !ertod: Honth(a) I

I Incresmental Expenditure Amount:
I Stat•s: g I

I I
I I

Char Node: Replace Pape I Count: me
Exit: ALT-FIB

EXPIRATION DATE is a 9 character field that defines the date to stop processing
the expendiLure. Enter the expiration date (DD-MON-YY) and press Next Field. If
the format is invalid a message is displayed. The system checks to make sure the
expiration date is greater than or equal to the start date. An error message is
displayed if this condition is not met.

NUMBER OF PAYMENTS is a 2 digit field that defines how many times a payment
is made. Enter the number of paymepts and press Next Field.

PAYMENT PERIOD is a 2 digit field that defines how often a payment will be made.
Enter the payment period (i.e. 3 - for every 3 months) and press Next Field.

INCREMENTAL EXPENDITURE AMOUNT is a 13 digit field that defines the
expenditure amount for one specific payment. Enter the incremental expenditure
amount and press Next Field.
The system calculates the total expenditure amount by multiplying the number of
payments by the incremental expenditure amount. This total expenditure amount
must be less than or equal to the net unliquidated b2lance of the obligation. An
error message is displayed if this condition is not met.
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I . I ENTER/EDIT RECURRING EXNENDITURM I U11 I

m -. • ,, , -.i- U

I Contract Number: Contract Moilficatlon Number: I

I Obligtion Humber: Net Unliquvidated lalance:
I Object Class Code: F/T:
I Uendor Code: Ime:
I Vendor Adore. Code: FtDPF ork Cods:

I Iides

I Description: _

I Start Date: ExpLration Date:
I Nunber of PayPantu:f Pauent Period: "onth (a)
I Incremental ExpenditLre Amount: I
I Statau:

Char Mode: Replace Page I Count: ."8
Exit: AL7-Fj9

STATUS is a 1 character field which defaults to (A)ctive. To accept the default press
Save Transaction. To override the default, enter an (I)nactive and press Save
Transaction. The only valid entries are (A)ctive or (I)nactive.

NOTES

Press Clear Form to erase all fields or Exit/Cancel to leave the Enter/Edit Recurring
Expenditures screen.
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5.8 Edit Automatic Scheduling (V41)

This screen allows the user to modify the obligation number, vendor code and amount if
necessary for a particular obligation. Once modified, the record can be reprocessed for
automatic scheduling.

I • I f]IT AUIiIAIC UIUHEIDG I U4.1 I

I I

I lllILptio Huber: II I

"" u

I l : olt i aer: IIA r

Char Mode: lplace Pop 1 Cout: me
Eit: ALT- -is

OBLIGATION NUMBER is a 9 character field. Enter the Obligation number and
press Execute Query. A message is displayed if the obligation number is invalid or
if a record is not retrieved.

OBLIGATION NUMBER is a 9 character field. This obligation number defaults tothe obligation number entered above. To accept the default press Next Field. To

override the default enter an obligation number and press Next Field. A message is
displayed if the obligation is invalid.

VENDOR CODE is a 10 character field. Displayed is the vendor code that is
associated with the obligation number. To accept the default press Next Field. To
override the default enter a vendor code and press Next Field. a message is displayed

if the vendor code is invalid.
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I I

I nlalptlm "=bar:

I I

I Ubligtialn IImbw I

I aid Code:

Iamnt:

IAcrPtalm rlag: 3

Char rode: leplacz Pam I Comnt: me
Zcit: ALT-FIB

AMOUNT is a 13 digit field including 2 decimal places. Displayed is the obligation
amount that is associated with the obligation number. To accept the default press
Next Field. To override the default enter the obligation amount and press Next Field.

ACCEPTANCE FLAG is a 1 character field which defaults to (R)ejected. To accept
the default press Save Transaction. To override the default enter an (I)n Progress
and press Save Transaction. The only valid entries are (I)n Progress and (R)ejected.

NOTES

Press Clear Form to clear all fields or press Exit/Cancel to exit the Edit Automatic
Scheduling screen.
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5.9 Enter/Edit Invoice Details (V33)

This screen allows the user to enter/edit information for a particular invoice.

---- U I S ----- -
I * I DUTR.'EDIT IUOICE DETAILS I U33 I

Inumice Number: Uendor Code: .r.rin I

I Invoice Date: D e Date:

I mInoice Re=cept Date: M = I

Inuotce Terms Code: flags: m -: net: 1

I Gross Amount:

Earnings Period Start Date: I

Earnlngs Per4i stop Date: I

Char Rode: Replace Page Coaunt: we
Exit: ALT-FIB

INVOICE NUMBER is a 15 character field. Enter the invoice number and press
Next Field.

VENDOR CODE is a 10 character field. Enter the vendor code and press Execute
Query.

INVOICE DATE is a 9 character field. Enter the invoice date and press Next Field.
Format is DD-MON-YY. A message is displayed if the format is invalid.

DUE DATE is a 9 character field. Enter the invoice due date and press Next Field.
Format is DD-MON-YY. A message is displayed if the format is invalid.
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I 01M I DITEREDI!• N[IIUICE DETAILS I U33 I

Invmice Nioaber: .Uendoir Cod: .I'Il

Invoice Date: Due Datc:

I ~~Invoice Receipt Date: ~

Invoice To,,, Code: Dav" z .: not: I

Gross hAount:

Earnings Period Start Date:

Earnings Period Stop Date:

Char Mode: Replace Page I Coant: me
Exit: ALT-FIB

INVOICE RECEIPT DATE is a 9 character field that defaults to the current date.
To accept the default press Next Field. To override the default enter an invoice
receipt date and press Next Field. The invoice receipt date must be less than or
equal to the current date.

INVOICE TERMS CODE is a 2 character field that identifies payment terms offered
on an invoice. Enter the invoice terms code and press Next Field. If the terms code
is unknown press List Values and select a terms code. Days, %, and net are
populated.

DAYS is a field associated with the invoice terms code. Days is the number of days
used to calculate the valid discount.

% is a field associated with the invoice terms code. Percent (%) is the actual percent
of the discounts.

NET is a field associated with the invoice terms code. Net days is the number of
days that the net amount is due.
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U 1 S - - 4' - - -

I I ENTER.EDIT IIUOICE DETAILS I 1U33 I

Inuotce, 1unnber: Uenioz Code: I

Inuoice Dte: Dne Date:

Invoice Receipt Date:

Inuoice Terms Code: * Days: Y : met: m

Gross Amount:

Earnings Period Start Date: I

Earnings Period Stop Date: I

Char Mode: Replace Page I Coont: no
Exit: ALT-FIB

GROSS AMOUNT is a 13 digit field including 2 decimal places. Enter the total
amount of the invoice and press Next Field.

EARNINGS PERIOD START DATE is a 9 character field. Enter the earnings period
start date and press Next Field. Format is DD-MON-YY. A message is displayed
if the format is invalid.

EARNINGS PERIOD STOP DATE is a 9 character field. Enter the earnings period
stop date and press Next Field. Format is DD-MON-YY. A message is displayed if
the format is invalid.

NOTE: Once all necessary fields have been entered press Save Transaction.
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6. OBLIGATE FUNDS

6.1 Overview

The Obligate Funds role is primarily used for creating and modifying obligations. The Chief
of Finance and Accounting Branch and designated employees from the Accounting Sections
have access to this role. The Reports option is defined in detail in the REPORTS section
of this manual. The main menu for the Obligate Funds role is shown below.

III

I mnu. Options:

I I IBLGT FUND I
I I 10IF OBin;.' In I I

I I

VIS UsediD R oleo11111
I lease enter an option and pres SELECT TIIM (MMY FIELM:
I Enter a ses option, screen Iode, M for prouiou8 sans, or (ROLE)
Ito go directly to the role selection screen to change roles.

Char nrode: Rplace Page I Count: *0

Exit: ALT-FIB
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6.2 Obligate Funds (V1)

This screen is the initial entry point for VIS. It creates obligations for civil, military and
revolving fund appropriations and generates an obligation transaction for COEMIS updating.

--- U 1 3 --------

I .. I CREATE ONLIGATION I VU I

I Comitment Document Number: Obligation Doc iKbr:

I Contract Number: Contract Rod Nbr: I

1 Vendor Code: •N•s:

I Uendor Address Code: O Org Code: * Transaction Date:

I Address:__ -

I ADP Vork Code: • Local Appropriation Number:

I Obligation fAount: FIT: M Object Class: I

I Date or Award: FOR Date: I

Char Node: Replace Pagp 1 Coant: No
Exit: ftLT-Ft9

COMMITMENT DOCUMENT NUMBER is a 9 character field. Enter the
commitment document number and press Next Field.

OBLIGATION DOC NBR is a 9 character field. Enter the obligation document
number and press Next Field. If the obligation document number already exists a
message is displayed.

CONTRACT NUMBER is a 16 character field. Enter the contract number and press
Next Field.

CONTRACT MOD NBR is a 3 digit field. This number references the associated
contract number. Enter the contract mod number and press Next Field.
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as -- - - - U 1 3 -_-- -- -0

I R I CREATE ORLIGATIOM I U1 I

I Comaltuent Document Mheber: Obligation Doc Nbr:

I Contract Humber: Contract Nod Nbr:

I Vendor Code: NaMe:

I Vendor Aidress Code: * Org Code: Trana•ction Date:

I Address: ______ _n_-_i

I ADP Murk Code: Local Appropriatio., Mhmber:

I Obligation Amount: F/T: Object Class: i

I Date or AMard: FOB Date:

Char Node: Replace Page I Count: me

Exit: ALT-FIG

VENDOR CODE is a 10 character field. Enter the vendor code and press Next Field.
The vendor name is then populated. If the vendor code is invalid a message is
displayed. If the vendor code is unknown press List Values, select a vendor code, and
press Next Field.

NAME is a 40 character field which contains the vendor name associated with the
vendor code.

VENDOR ADDRESS CODE is a 2 character field which defaults to '01'. To modify,
enter the vendor address code and press Next Field. A message is displayed if the
address code is invalid. The vendor address code is associated with the vendor code
and populates address information. If the vendor address code is unknown press List
Values, select a vendor address code, and press Next Field.

ORG CODE is a 2 character field. Enter the organization code and press Next Field.
A message is displayed if the org code is invalid. If the org code is unknown press
List Values, select an org code, and press Next Field.
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u- - -U-- U 1 4
1 . I CREATE OBLIGAhION I UI I

I Commitment Docuwnt Number; Obligation Doc Nbr:

I Contract Number: Contract Hod br: i
1 Usanor Code: •lame:

I Uendor Address Code: Or Code: Tr•nsatl on Date:

I Address:__ n

I ADP Work Code: Local Appropriation Humber:

I Obligation Amaunt: F/T: Object Clas s:

I Date of Award: TOR Date:

Char oade: Replace Pap I Count: me
Exit: ALT-FI

TRANSACTION DATE is a 9 character field which defaults to the current date. To
accept the default press Next Field. To override the default enter a date and press
Next Field. Format is DD-MON-YY. A message is displayed if the format is
incorrect.

ADDRESS is a field which contains address information associated with the vendor
code and vendor name. Displayed is the street address, city, state, zip code, country,
area code and phone number.

ADP WORK CODE is a 15 character field. Enter the adp work code and press Next
Field. If the adp work code is invalid a message is displayed. Local appropriation
number is populated in association with the adp work code.

LOCAL APPROPRIATION NUMBER is a 9 character field which is associated with
the adp work code. To accept the default press Next Field. To override the default
enter a local appropriation number and press Next Field. A message is displayed if
the local appropriation number is invalid.
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UtIS 1 ---- - -

ICREATE OBLIGAT ION I UI I

I Conmitment Document Number: Obligation Doc Nbr: I

I Contract Number: Contract Nod Nbr: I

1 Usador Code: NASS: I
I I

I Uernor Adress Code: O O Code: Transaction Date: I
I I

I Address: _ II I

I ADP Work Code: Local Appropriation Number: I
I I

I Obligtion Amount: F/T: Object Class:
I I

I Date or Award: FOg Date: I
I I

Char node: Replace Page I Coent: -8
Exit: ALT-FIB

OBLIGATION AMOUNT is a 13 digit field which includes 2 decimal places. Enter
the obligation amount and press Next Field.

F/T is a 3 character field which represents an accounting element. Enter the F/T
and press Next Field. A message is displayed if the F/T is invalid. If the F/T is
unknown press List Values, select a F/T, and press Next Field.

OBJECT CLASS is a 4 character field. Enter the object class and press Next Field.
A message is displayed if the object class is invalid. If the object class is unknown
press List Values, select an object class, and press Save Transaction.

DATE OF AWARD is a 9 character field. The default is the current date. To accept
the default press Next Field. To override the default enter a contract date of award
and press Next Field. Format is DD-MON-YY. A message is displayed if the format
is incorrect.
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.CREATE OBLIGRUIHO I Ui I

I Commitment Document flumber: Obligation Doc Hbr:

I Contract Number: Conitract Mod Nbr: I

I Uendor Code: Meae:

I Vendor Addresu Code: * Org Code: Traneaction Date:

I Address: __________________

I II

I ADF VuWrk Code: • Local ftppropriation NHmber:

I Obligation Amount: F/?: Object Class:

I Date of Award: FOB Data*:

Char Node: Replace Page I Count: me
Exit: ALT-rle

FOB DATE is a 9 character field. Enter an FOB date and press Next Field. Format
is DD-MON-YY. A message is displayed if the format is incorrect.
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S=-I UIS .4- ..

- I CREATE DBLIGRTIMf I U1

I Discount Terms Code: "go~j: m et:I
II
I equilsition ID:

IHadl Receipt ID: Meelane:

I Netained Percentage: Freight Code:

I Obligation Description:

Char Mode: Replace Pap 2 Count: me
Excit: ALT-F19

DISCOUNT TERMS CODE is a 2 character field. Enter the discount terms code
and press Next Field. A message is displayed if the code is invalid. If the discount
terms code is unknown press List Values, select a discount terms code, and press Next
Field.

DAYS is a field associated with the discount terms code. Days is the number of days
used to calculate the valid discount.

% is a field associated with the discount terms code. Percent (%) is the actual
percent of the discounts.

NET is a field associated with the discount terms code. Net days is the number of
days that the net amount is due.

REQUISITION ID is a 16 character field. Enter the requisition id and press Next

Field.

HAND RECEIPT ID is a 4 character field. Enter the hand receipt id and press Next

Field.
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u- -" -- -- -- U 1 3 -- - s - -- 4

I 3 I CREATE OBLIGATIOM I U1 I

IDiscount Terms Code: 3 u Dam . et:

i Reqlimition ID:

I Hand Receipt 111: aeI

I Retained Percentage: Freight Cairn:

1 Obligation Description:

Char Node: Replace Page 2 Count: we
Exit: S•L-F19

NAME is a 25 character field. Displayed is the name of the hand receipt holder.

RETAINED PERCENTAGE is a 4 digit field. Enter the retained percent and press
Next Field.

FREIGHT CODE is a 1 character field which defaults to 'D'. To accept the default
press Next Field. To override the default, enter the appropriate freight code and
press Next Field. The only valid entries are 'D', '0' and 'N'.

OBLIGATION DESCRIPTION is a 30 character field. Enter the description for the
obligation and press Save Transaction.
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.- -- - - --- UI S

I I CREATE OBLIGATIONI I UI I

I Commitment Document Member: Obligation Doc Hbr:

I Contract Humber: Contract Hod Kbr: I

I Uaudor Code: masae:

I Uendr Address Code: n Org Code: I Transaction Date:

Address: __n_____-___

I I

I ADP Work Code: Local Appropriation Number:

I Obligation fAount: F/T: Object Class: M

I Date or Award: FrU Data: I

Char Node: Replace Page 1 Count: we
Exit: ALT-FIB

DUPLICATE OBLIGATION

For travel obligations only, press Duplicate Obligation to duplicate travel obligation
information. The obligation number, vendor code, name, address code, address and
obligation amount are erased so you can reenter another travel obligation associated
with the same commitment number. Duplicate Obligation is used to record a
second obligation liquidating a commitment (ie. first obligation is per diem for a
traveler, the second obligation is to pay for airfare, (SATO)(CITICORP) etc.)

NOTES

Press Clear Forni to erase all fields or Exit/Cancel to leave the Create
Obligation screen.
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6.3 Modify Obligation (V3)

This screen allows the user to modify a previously established obligation. If amounts are
adjusted, an obligation transaction for the adjustment is created for COEMIS updating.

U IS -- -_ -- - as
I f I EDITADJUST OBLIGATION I U3 I

I Obligation Document flbr: I
I I

I Contract Number: Contract Nod INmber: I

I Uendor Code: Transaction Date:

I Uendor Name:

I Uendor Address Code: Object Class Code: Fr: 1

1 Address,: _ __ :

ADP Work t lnliquidated &lance I

I Commitment Document Nbr: Requisition i4: _ __ __
I Hand Receipt: = Obligation Description: ý ýft
I Gross Obligation Amount: l Adjustment Pairat 7.3 I

Char Node: Replace Page 1 Count: *0
Ex•t: ALT-PFI

OBLIGATION DOCUMENT NBR is a 9 character field. Enter the obligation
number and press Execute Query. A message is displayed if the obligation number
is invalid or if no records were retrieved. If the obligation number is unknown press
List Values and select an obligation number. All fields will be populated and the
cursor will advance to the transaction date. Press Next Field to skip this field. The
obligation number or the contract number and contract mod number must be
entered.

CONTRACT NUMBER is a 16 character field. Enter the contract number and press
Next Field if it has not previously been populated. A message is displayed if the
contract number is invalid. If the contract number is unknown press List Values,
select a contract number, and press Next Field. The obligation number or the contract
number and contract mod number must be entered.
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U I S -S - - -

I • I EDITADJIJST OBLIGATIOH I U3 I

I Obligation Document fbr: II I
I Contract Number: Contract d Number: I

I Uendor Code: Transaction Date:

I Uendor Name:

I Uendor Address Code: * Object Class Code: F/T: I
I I
I Address: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __I

A D Work Code- Nlet Unliquidated Balance:

I Comtment Document lbr: Requisition Id:
I Hand Receipt: M Obligation Description:
I Gross Obligation Amount: Adjustment Amount: I

Char Node: Replace Pap I Count: *0
Exit: ALT-FIB

CONTRACT MOD NUMBER is a 3 digit field. Enter the contract modification
number and press Execute Query if it has not previously been populated. All fields
will be populated and the cursor will advance to the transaction date.

VENDOR CODE is a 10 character field. Displayed is the vendor code that is
associated with the obligation number.

TRANSACTION DATE is a 9 character field which defaults to the date the obligation
was initially created. To accept the default press Next Field. To override the default
enter a transaction date and press Next Field. The transaction date must be less than
or equal to the current date.

VENDOR NAME is a 40 character field which displays the name of the vendor
associated with the vendor code.

VENDOR ADDRESS CODE is a 2 character field. Press Next Field to accept the
default. To override the default ente- a vendor address code and press Next Field.
If the code is invalid a message is dispiayed. If the vendor adc, ess code is unknown
press List Values and select a vendor address code.
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U I S
I rIumno I EDITA4JUST OBLIGATION I U3 I

I Obligation Document Nbr: II I
I Contract Number: Contract Hod Number: I

I Uenior Code: transaction Date:

I Uendor name:

I Uenior AUdres Code: * Object Clam Code: i 4: i

IAddress: ___________________

I ADF Vork Code. Net Unliquidated lalance: I
I I
I Commitment Document Nbr: Requisition [4:
I Hand Receipt: M Obligation Description:
I Gross Obligation Amount: Adjustment Amount: I

Char Node: Replace Page I Count: as
Exit: ALT-Fie

OBJECT CLASS CODE is a 4 character field. Press Next Field to accept the default.
To override the default enter an object class code and press Next Field. If the code
is invalid a message is displayed. If the code is unknown press List Values and select
an object class code.

F/T is a 3 character field. Press Next Field to accept the default. To override the
default enter a F/T and press Next Field. A message is displayed if the F/T is
invalid. If the F/T is unknown press List Values and select a F/T.

ADDRESS is a field which contains address information associated with the vendor
code and vendor name. Displayed is the street address, city, state, zip code, country,
area code and phone number.

ADP WORK CODE is a 15 character field. It is associated with the initial obligation.

NET UNLIQUIDATED BALANCE is a 13 digit field which includes 2 decimal places.
This is the remaining balance in the obligation.
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-- - U- - -U I S -- --

I • EDIT/ADJUST OBLIGATION I U3 I

I Obligation Document Hbr: I
I I

I Contract Number: Contract Hod Number: m

1 Uendor Code: Transaction Date:

I Uendor flame:

I Uendor Atdress Code: * Object Class Code: F/T: m

I Adres

AD rk Code Net Winhluidated Balance: A
1 Commitment Document Nbr: Requisition Id:
I Hand Receipt: M Obligation Description:
I Gross Obligation Amount: Adjustment Amount:

Char Rode: Replace Page I Count: we
Exit: ALT-FIB

COMMITMENT DOCUMENT NBR is a 9 character field. It is associated with the
initial obligation. Press Next Field to accept the default. To override the default
enter a commitment document number and press Next Field.

REQUISITION ID is a 16 character field. Press Next Field to accept the default.
To override the default enter the requisition id and press Next Field.

HAND RECEIPT is a 4 character field. Press Next Field to accept the default. To
override the default enter the hand receipt id and press Next Field.

OBLIGATION DESCRIPTION is a 30 character field. Press Next Field to accept the
default. To override the default enter the description for the obligation and press
Next Field.

GROSS OBLIGATION AMOUNT is a 13 digit field which includes 2 decimal places.
This is the total obligation amount.

ADJUSTMENT AMOUNT is a 13 digit field which includes 2 decimal places. Enter
the amount in which to adjust the obligation and press Save Transaction.
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--- - - U I S --_
I : * I EDIVADJUST OBLIGATION I U3 I

I Obligation Document Nfbr: I
I I

I Contract Number: Contract Nod INuber: I
a----------

I Uendor Code: Transaction Date: I

I Uendor Name:

Uendor Address Code: Object Clam Code: n /,: I

1 Address:____________________

I AD? Mork Code: Net Unliquidated Balance:

I Commitment Document Nbr: Requisition Id: I
I Hand Receipt: M Obligation Description:
I Gross Obligation Amount: Adjustment Amount: I

Char Node: Replace Page 1 Count: -8
Exit: ALT-FIB

NOTES

Press Clear Form to erase all fields or Exit/Cancel to leave the Edit/Adjust
Obligation screen.
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7. PROCESS EXPENDITURES

7.1 Overview

The Process Expenditures role is primarily used for entering all types of expenditures. The
Chief of the Finance and Accounting Branch, designated employees in the Accounting
Sections, Examination Section as well as employees in the Logistics Office have access to
this role. The Reports option is defined in detail in the REPORTS section of this manual.
The main menu for the Process Expenditures role is shown below.

-- -U I S -- -- U- - -
I I. ,..I I , E - M

Menu Options:

CACE E-XPENDI--TU-- III E PI IT S I I

I I• *IoII;glIi[' • l]I II i
IME/I REURN EXEDIUE I I

CRAT REAIE PECN DOC"E I I

I IJUT RTANE PECET DCUEN I

I eae enter an option an press SELEC OPTION (NEXT FIELD): I

I Enter a wees option, screen code. (P) for previous menu, or (ROLE) I
I to go directly to the role selection screen to change roles.

Char Mode: Replace Pap 1 Count: a
Exit: ALT-Fig
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7.2 Enter Expenditure (V8)

This screen records receiving action and generates an expenditure transaction for COEMIS
updating.

U I S - -,-
I I ENTER RECEIVING REPORT I us I

I Obligation Document Number: II I
I Contract Number: Contract od Number: I

I Transaction Date: M aiot Unliquidated Balance:

I Object Class Code: F/T: ARD eork Code:

I Uendor Code: a mle:m

I Organization Code: * Delivery Date: • Acceptance Date: I

I Description:

I Partial/Final Flag: I Partial Pay Number: M TB07: I OWN Cycle: * 1
1 I
1 Expenditure Amount: Expenditure Document Number: I

Char Node: Replace Page I Count: mO
Exit: ALT-FiB

OBLIGATION DOCUMENT NUMBER is a 9 character field. Enter an obligation
document number and press Execute Query. If the obligation document number is
invalid, an error message is displayed. The following fields are populated: contract
number, contract mod number, net unliquidated balance, object class code, item
code, adp work code, vendor code, name and org code. The cursor advances to the
transaction date.

CONTRACT NUMBER is a 16 character field. If the obligation document number
is skipped, enter the contract number and press Next Field.

CONTRACT MOD NUMBER is a 3 digit field. If a Contract Number is entered,
enter the Contract Modification Number and press Execute Query. The following
fields are populated: obligation document number, net unliquidated balance, object
class code, item code, adp work code, vendor code, name and org code. The cursor
advances to the transaction date.
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U I S-_ _ _ _ _ _

I M I NITER RECEIUING REPORT I Us I

I Obligation Document Number: I
I I
I Contract Number: Contract od Number: I

1 Transaction Date: O Net Unliquidated Balance:

I Object Class Code: F/T: ADP Work Code:

I Uendor Code: •a•e:

I Organization Code: * Deliuerj Date: Acceptanme Date: I

I Description:

I Partial/Final Flag: I Partial Pay Number: w TB07: I DSSK: M Cycle: 1
1 1
1 Expenditure Amount: Expenditare Document Number: I

Char Node: Replace Page 1 Count: me
Exit: ALT-FIe

TRANSACTION DATE is a 9 character field. Displayed is the transaction date of
the obligation. To accept the default press Next Field. To override the default enter
a transaction date and press Next Field. The transaction date must be less than or
equal to the current date.

NET UNLIQUIDATED BALANCE is a 13 digit field. Displayed is the remaining
obligation balance that is associated with the obligation number.

OBJECT CLASS CODE is a 4 character field. Displayed is the object class code that
is associated with the obligation number.

F/T is a 3 character field which represents an accounting element. Displayed is the
F/T code that is associated with the obligation number.

ADP WORK CODE is a 15 character field. Displayed is the adp work code that is
associated with the obligation number.

VENDOR CODE is a 10 character field. Displayed is the vendor code that is
associated with the obligation number.
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U I S - - -
I R MTERRECEIINGREPORT I Ue I

I Obligation Document Number: I
I I

I Contract Number: Contract Rod Number: I

I Transaction Date: e Hot Unliquidated Balance: I

I Object Class Code: M P/T: RD? Mork Code:

I Uendor Code: N moe:

I Organization Code: M Deliuery Date: • Acceptance Date: I

I bescription:

I Partial/Final Flag: I Partial Pag Number: M T- : I DSS: M Cycle: I

I Expenditure Ebunt: Expenditure Document Number: I

U--M-

Char Ntod.: Replace Page I Count: me
Exit: ALT-Fli

NAME is a 40 character field which displays the vendor name that is associated with
the vendor code.

ORGANIZATION CODE is a 2 character field. Displayed is the organization code
that is associated with the obligation number.

DELIVERY DATE is a 9 character field which defaults to the current date. To
accept the default press Next Field. To override the default, enter the correct
delivery date in the format DD-MON-YY (i.e. 01-MAR-92) and press Next Field.
If the delivery date is less tian or equal to the date of the obligation, a warning will
be issued to the user. Delivery date must be less than or equal to the current date.
An error message is displayed if this condition is not met.

ACCEPTANCE DATE is a 9 character field which defaults to the current date. To
accept the default press Next Field. To override the default, enter the correct
acceptance date in the format DD-MON-YY (i.e. 01-MAR-92) and press Next Field.
The acceptance date must be greater than or equal to the delivery date. An error
message is displayed if this condition is not met.
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- U I S 0

I fENTER IUZEIVING REPORT I 00 I

I Obligation Document Number: I
! t
I Contract Number: Contract Nod Number: I

I Transaction Date: f Net Unliquidated Balance:

I Object Class Code: F/T: AD? Work Code: I

I Uendor Code: "ame: M

I Organization Code: * DeliuerJ Date: Acceptance Date: I

I Description:

I Partial/Final Flag: I Partial Fag Number: i0 7: I D=:i Cgcle: *
I Expenditure Amount: • Expenditure Document number: I

Char Node: Replace Page 1 Count: me
Exit: ALT-7i1

DESCRIPTION is a 2 line, 60 character per line field for entering a brief description
of the expenditure. Enter Line 1 of the description and press Next Field. Continue
entering information on Line 2 of the description and press Next Field.

PARTIAL/FINAL FLAG is a 1 character field which defaults to (P)artial. To accept
the default press Next Field. To override the default, enter a (F)inal and press Next
Field. The only valid entries are (P)artial or (F)inal. Partial/Final Flag cannot be
marked (F)inal if a final expenditure already exists for the obligation. An error
message is displayed if this occurs.

PARTIAL PAY NUMBER is a 3 digit field which contains a number sequentially
generated by the system.

TBO is a 1 character field which defaults to (N)o. To accept the default press Next
Field. If the flag is set to (N)o, the cursor advances to expenditure amount. To
override the default, enter a (Y)es and press Next Field. If the flag is set to (Y)es,
the cursor advances to the DSSN number. The only valid entries are (Y)es or (N)o.
The only time the default can be changed to (Y)es is when the expenditure is
Military.
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- - U I S -----
I I MYER RECEIVING REPORT I UO I

I Obligation Document Number: II !
I Contract Number: Contract Nol Number: I

I Transaction Date: Net Unliquidated Balance:

I Object Class Code: F/T: ARDP ork Code:

I Uendor Code: Na Ne:w

I Organization Code: E Delivery Date: • Acceptance Date:

I Description:

I Partial/Final Flag: I Partial Pay Number: M TBO?: I DSSH: i Cycle: 1
I I
1 Expenditure Amount: Expenditure Document Number:

Char Node: Replace Page I Count: me
Exit: ALT-F1i

DSSN is a 4 character field which is display only if the TBO flag is set to (N)o. If the
TBO flag is set to (Y)es, then enter the DSSN number and press Next Field. DSSN
must be entered if TBO.

CYCLE is a 2 character field which is display only if the TBO flag is set to (N)o. If
the TBO flag is set to (Y)es, then enter the cycle nurmber and press Next Field. Cycle
number must be entered if TBO.

EXPENDITURE AMOUNT is a 13 digit field. Enter the amount to be expended.
At this point the transaction is saved by pressing Save Transaction. Amount entered
cannot be greater than the net unliquidated balance of the obligation. An error
message is displayed if this occurs.

EXPENDITURE DOCUMENT NUMBER is a 9 character field. This number is
generated by the system and is populated after the transaction is saved.

NOTES

Press Clear Form to erase all fields or Exit/Cancel to leave the Enter Receiving
Report screen.
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7.3 Cancel Expenditure (V10)

This screen allows the user to cancel an expenditure not previously scheduled.

- - - U I S - -------
I 1 1 CANCEL EPENDITURE I U1S I

I Expenditure Document Number: Transaction Date:

I Uendor Nane:

III Dscription:

I AD? Mork Code: Amunt:
II
I New Expenditure Number:

Do you want to cancel this expenditure? (VYN):

Char Node: Replace Page I Count: -0
Exit: ALT-Flo

EXPENDITURE DOCUMENT NUMBER is a 9 character field. Enter the
expenditure number and press Execute Query. If the number is invalid or a record
is not retrieved a message will be displayed. If the expenditure number is unknown
press List Values and select a number. All fields are populated.

TRANSACTION DATE is a 9 character field. Displayed is the transaction date of
the obligation. To accept the default press Next Field. To override the default enter
a transaction date and press Next Field. The transaction date must be less than or
equal to the current date.

VENDOR NAME is a 40 character field which displays the vendor name associated
with the expenditure.

DESCRIPTION is a field which displays expenditure information. For Revolving
Fund only, enter a description stating why the expenditure is being canceled and
press Next Field.
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U I S - -M

I I CAICEL EXPENDITURE I U19 I

I Expenditure Document Number: Transaction Date:
II
I Uesdor Name:
II
I Description:

I RDP Work Code: Amount:

I New Expenditure Number:
I

I Do you want to cancel this expenditure? (V/J1): I

Char Node: Replace Page 1 Count: as
Exit: ALT-Fle

ADP WORK CODE is a 15 character field. Displayed is the adp work code
associated with the expenditure.

AMOUNT is a 13 digit field including 2 decimal places. Displayed is the expenditure
amount which is going to be canceled.

NEW EXPENDITURE NUMBER is a 9 character field. Displayed is the new
expenditure number for Revolving Fund, only if the current expenditure has been
sent to COEMIS.

DO YOU WANT TO CANCEL THIS EXPENDITURE? (Y/N) is a 1 character field
which defaults to (N)o. To ar-ept the default press Save Transaction. To override
the default enter a (Y)es and press Save Transaction. If a (Y)es or (N)o is not
entered a message is displkyed.

NOTES

Press Clear Form to erase all fields or Exit/Cancel to leave the Cancel Expenditure
screen.
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7.4 Enter/Edit Recurring Expenditures (VII)

This screen creates a recurring expenditure record that will be used to record the
expenditure and generate an expenditure transaction for COEMIS updates.

- '- U IS -- --
I I ENTER'/EDIT RECURRING D(PENDIT•RES I U1 I

I Contract Number: Contract modification number: U I

I Obligation Number: Not Unliqaidated Balance:
I Object Class Code: I
I Uendor Code: Nme: I
I Uendor Address Code: ADP Work Code: I
I Address: I

I IDescrtptiou" I t

I Start Date: Expiration Date:
Number of Payjmenta: Payment Period: Nonth(s)

I Incremental Expenditure Amount: I
I Status: II

Char Node: Replace Page I Count: me
Exit: ALT-FIO

CONTRACT NUMBER is a 16 character field. Enter a valid contract number and
press Next Field.

CONTRACT MODIFICATION NUMBER is a 3 digit field. Enter a valid contract
modification number and press Execute Query.
The following fields are populated: obligation number, net unliquidated balance,
object class code, F/T, vendor code, name, vendor address code, adp work code and
address.
The system checks to make sure that the obligation for the contract and contract
modification number has not been canceled. An error message is displayed if this
occurs.
The system also checks to see if a recurring expenditure record has already been
created for the contract and contract modification number. If so, the user may edit
the following fields: description, start date, expiration date, number of payments,
payment period, incremental expenditure amount and status.
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-- U I S -- -

I r I ENTER/EDIT RECURRING EXPENDITURES I UVl I

I Contract Number: Contract Nodification Number: I

I Obligation Number: Net Unliquidated Balance:
I Object Clam Code: I
I Uendor Code: Nme:
I Uendor Address Code: AD? Mork Code:
I Address: I

I Description:

I Start Date: Expiration Date:
Number of Pament: Pyment Perio Nonth (a)

I Incremental Expenditure Amount: I
I Status: I

Char Node: Replace Page 1 Count: 00
Exit: ALT-FIB

OBLIGATION NUMBER is a 9 character field. Displayed is the obligation number
that is associated with the contract number and contract modification number.

NET UNLIQUIDATED BALANCE is a 13 digit field including 2 decimal places.
Displayed is the remaining balance that is associated with the obligation number.

OBJECT CLASS CODE is a 4 character field. Displayed is the object class code that
is associated with the obligation number.

F/T is a 3 character field which represents an accounting element. Displayed is the
F/T that is associated with the obligation number.

VENDOR CODE is a 10 character field. Displayed is the vendor code that is
associated with the obligation number.

NAME is a 40 character field which displays the vendor name that is associated with
the vendor code.
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U 1 S
I M I ENTER/EDIT RECURRING EXPENDITURES I U11 I

I Contract Number: Contract Modificatlon Number: I

I Obligaion fumber: Net UnliquidLated Balance:
I Object Clam Code: I
I Uendor Code: Name:
I Uendor Address Code: AD? Work Code:
I Address:

I M

I Description:___

I Start Date: Expiration Date:
I Number of Fayenter paqfuett Period: "onth(s)

Incremental Expenditure Amount: mti
1 Status: II m

Char Node: Replace Page 1 Count: n
Exit: ALT-FIB

VENDOR ADDRESS CODE is a 2 character field. Displayed is the vendor address
code that is associated with the vendor code.

ADP WORK CODE is a 15 character field. Displayed is the adp work code that is
associated with the obligation number.

ADDRESS consists of the address, city, state, zipcode, country code, area code and
telephone number.

DESCRIPTION is a 2 line, 60 character per line field for entering a brief description
of the recurring expenditure. Enter Line I of the description and press Next Field.
Continue entering information on Line 2 of the description and press Next Field.

START DATE is a 9 character field that defines the date to begin processing the
expenditure. Enter the start date (DD-MON-YY) and press Next Field. If the
format is invalid a message is displayed. The system checks to make sure the start
date is greater than or equal to the current date. An error message is displayed if
this condition is not met.
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S-U I S uU

I EKMI ENTER/EDIT RECURING EXPENDITURNES I U111 I

I Contract Mumber: Contract Nodlfication Nunber: I I
I Obligation Number: Net Unliquidated Balance:
I Object Claus Code: I
I Uendor Code: Numes:
I Uendor Address Code: ADP Vork Code:
I Address:
I

I Description:
I
I Start Date: Expiration Date:
I Nnmber of Payments: Payment Period: UnouthCs)
I Incremental Expenditure Amount: I
I Status: I

Char Node: Replace Page 1 Count: -0
Exit: ALT-FIg

EXPIRATION DATE is a 9 character field that defines the date to stop processing
the expenditure. Enter the expiration date (DD-MON-YY) and press Next Field. If
the format is invalid a message is displayed. The system checks to make sure the
expiration date is greater than or equal to the start date. An error message is
displayed if this condition is not met.

NUMBER OF PAYMENTS is a 2 digit field that defines how many times a payment
is made. Enter the number of payments and press Next Field.

PAYMENT PERIOD is a 2 digit field that defines how often a payment will be made.
Enter the payment period (i.e. 3 - for every 3 months) and press Next Field.

INCREMENTAL EXPENDITURE AMOUNT is a 13 digit field that defines the
expenditure amount for one specific payment. Enter the incremental expenditure
amount and press Next Field.
The system calculates the total expenditure amount by multiplying the number of
payments by the incremental expenditure amount. This total expenditure amount
must be less than or equal to the net unliquidated balance of the obligation. An
error message is displayed if this condition is not met.

92



- -- U I S - _
I * IENTER/ED[T RECUIRIING D(FENDITURES I U11 I

I Contract Number: Contract odilfication Number: I
eb -U

I Obligation Number: Net Unliquidated Balance:
I Object Clame Code: 

II Uendor Code: RawI Uensor Aidress Code: ADI! Work Code:
I Addre.s: l

I Description:

I Start Date: Expiration Date:I Number of Payment&: Payment Period: onth(s)
I Incremental Expenditure Amount: 

II Status: 

I

Char Node: Replace Page 1 Count: as
Exit: ALT-Flo

STATUS is a 1 character field which defaults to (A)ctive. To accept the default press
Save Transaction. To override the default, enter an (I)nactive and press Save
Transaction. The only valid entries are (A)ctive or (I)nactive.

NOTES

Press Clear Form to erase all fields or Exit/Cancel to leave the Enter/Edit
Recurring Expenditures screen.
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7.5 Create Retained Percent Document (V47)

This screen creates a retained percent document and generates an expenditure transaction
for COEMIS updating

U I1 S- -.-- -
I 8 I CREATE RETAINED PERCEIT DOCUIMENT I U47 I

I Obligation Documnt Number: I
I I

I Contract Number: Contract Nod Number: I

I Transaction Date: W Net Unliquidated Balance:

I Object Class Code: F/T: AD? Vork Code: I

I Uesdor Code: Name:

I Organization Code: * Deliuaery Date: A Acceptance Date:

I Description:

I Partial/Final Flag: I Partial Pay Number: W TBD?: I DSSH: = Cycle: I
I I
I Expenditure Amount: ý Expenditure Document Number:

Char Node: Replace Page 1 Count: we
Exit: ALT-FIO

OBLIGATION DOCUMENT NUMBER is a 9 character field. Enter an obligation
document number and press Execute Query. If the obligation document number is
invalid, an error message is displayed. The following fields are populated: contract
number, contract mod number, net unliquidated balance, object class code, F/T, adp
work code, vendor code, name, and org code. The cursor advances to the transaction
date. The system checks to see of a retained percent document already exists for the
obligation. An error message is displayed if this occurs.

CONTRACT NUMBER is a 16 character field. If the obligation document number
is skipped, enter the contract number and press Next Field.

CONTRACT MOD NUMBER is a 3 digit field. If a Contract Number is entered,
enter the Contract Modification Number and press Execute Query. The following
fields are populated: obligation document number, net unliquidated balance, object
class code, item code, adp work code, vendor code, name, and org code. The cursor
advances to the transaction date.
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I CIFTE RETAINED PERCENT DOCUSUIT I U47 I

I Obligation Document Number: I
I I
I Contract Number: Contract Rod Ntamber: I

1 Transaction Date: fla Mt Unliquidated Balance: I

I Object Clam Code: M F/T: AD? Vork Code:
II
I Uendor Code: fl ame:a
II
I Organization Code: Deliverg Date: Acceptance Date:

I Deocription:
II
II
I Partial/Final Flag: P Partial PaU Number: i TBO?: I DSSH: Cycle: 1
1 1
1 Expenditure Amount: Expenditure Document Number:

Char Nqode: Replace Page 1 Count: me
Exit: ALT-FIB

TRANSACTION DATE is a 9 character field. Displayed is the transaction date of
the obligation. To accept the default press Next Field. To override the default enter
a transaction date and press Next Field. The transaction date must be less than or
equal to the current date.

NET UNLIQUIDATED BALANCE is a 13 digit field. Displayed is the remaining
balance of the obligation.

OBJECT CLASS CODE is a 4 character field. Displayed is the object class code that
is associated with the obligation.

F/T is a 3 character field which represents an accounting element. Displayed is the
F/T that is associated with the obligation.

ADP WORK CODE is a 15 character field. Displayed is the adp work code that is
associated with the obligation.

VENDOR CODE is a 10 character field. Displayed is the vendor code that is
associated with the obligation.
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U I S --- -

I M I CREATE RETAINED PERCEIT DOCIINEMT I U47 I

I Obligation Document Number: iI I
I Contract Number: Contract Nod Number: I

I Transaction Date: M Not Unliquidated Balance:

Object Class Code: M F/T: ADP Work Code:

I Ueodor Code: a "m:

I Organization Code: * Delivery Date: Acceptance Date:

I Description:

i Partial/rinal Flag: * Partial Pay Number: M TBO?: I DSSN: M Cycle: * 1

I Expenditure Amount: Expenditure Document Number:

Char Node: Replace Page 1 Count: n8
Exit: ALT-FIB

NAME is a 40 character field which displays the vendor name that is associated with
the vendor code.

ORGANIZATION CODE is a 2 character field. Displayed is the organization code
that is associated with the obligation.

DELIVERY DATE is a 9 character field which defaults to the current date. To
accept the default press Next Field. To override the default, enter the correct
delivery date in the format DD-MON-YY (i.e. 01-MAR-92) and press Next Field.
If the delivery date is less than or equal to the date of the obligation, a warning will
be issued to the user. Delivery date must be less than or equal to the current date.
An error message is displayed if this condition is not met.

ACCEPTANCE DATE is a 9 character field which defaults to the current date. To
accept the default press Next Field. To override the default, enter the correct
acceptance date in the format DD-MON-YY (i.e. 01-MAR-92) and press Next Field.
The acceptance date must be greater than or equal to the delivery date. An error
message is displayed if this condition is not met.
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,U I U S W

I MIMIMN I CREATE RETAINED _ERCENT DOCU: ET I U47 I

I Obligation Document Nlumber: I

I Contract Humiber: Contract Ho Numbe: 1

1Transaction Date: M1TM o liarUliquidated Balance:I

I Object Clau Code: F/?: ADP ork Code: I

I Uendor Code: f lae:w

I Organization Code: N Delivuer Date: A coceptance Date:

I Description:

i Partial/Final Flag: 3 Partial Pay Number: 1 30: I D33K: = Cycle: 1
I I
1 Expenditure Amount: • I Expenditure Document Number:

Char Node: Rep' tage 1 Count': as
Exit: ALT-Fri

DESCRIPTION is a 2 line, 60 character per line field for entering a brief description
of the expenditure. Enter Line 1 of the description and press Next Field. Continue
entering information on Line 2 of the description and press Next Field.

PARTIAL/FINAL FLAG is a 1 character field which defaults to (P)artial. To accept
the default press Next Field. To override the default, enter a (F)inal and press Next
Field. The only valid entries are (P)artial or (F)inal. Partial/Final Flag cannot be
marked (F)inal if a final expenditure already exists for the obligation. An error
message is displayed if this occurs.

PARTIAL PAY NUMBER is a 3 digit field which contains a number sequentially
generated by the system.

TBO is a 1 character field which defaults to (N)o. To accept the default press Next
Field. If the flag is set to (N)o, the cursor advances to the expenditure amount. To
override the default, enter a (Y)es and press Next Field. If the flag is set to (Y)es,
the cursor advances to the DSSN number. The only valid entries are (Y)es or (N)o.
The default can be changed to (Y)es only when the expenditure cites a Military
appropriation.
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-- i IU S 1 S
I CREATE RETAINED PERCENT DOCUMENT 1 u47 I

I Obligation Document Number: I
I I

I Contract Number: Contract Nod Number: I

I Transaction Date: M Net Unliquidated Balance: I

I Object Class Code: F/T: ADP Vork Code: I

I Uendor Code: • Name:

I Organization Code: N Delivery Date: • Acceptance Date: I

I Description:

I Partial/Final Flag: I Partial Pay Number: T TB0: I DSS: Cycle: I
I I
I Expenditure iAount: Expenditure Document Number: I

Char Node: Replace Page 1 Count: *0
Exit: ALT-FPI

DSSN is a 4 character field which is display only if the TBO flag is set to (N)o. If the
TBO flag is set to (Y)es, then enter the DSSN number and press Next Field. DSSN
must be entered if TBO.

CYCLE is a 2 character field which is display only if the TBO flag is set to (N)o. If
the TBO flag is set to (Y)es, then enter the cycle number and press Next Field. Cycle
number must be entered if TBO.

EXPENDITURE AMOUNT is a 13 digit field including 2 decimal places. Enter the
amount to be expended. At this point the transaction is saved by pressing Save
Transaction. Amount entered cannot be greater than the net unliquidated balance
of the obligation. An error message is displayed if this occurs.

EXPENDITURE DOCUMENT NUMBER is a 9 character field. This number is
generated by the system and is populated after the transaction is saved.
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- - U I S -
I I! CREATE RETAINED PERCENT DOCUMENT I U47 I

I Obligation Document Number: II I

I Contract Number: Contract Nod Number: I

I Transaction Date: n Net Unliquidatod Balance:

I Object Clam Code: F/T: ADP Work Code:

I Uendor Code: a Nfe:

I Organizat-on Code: M Delieryj Date: Acceptance Date:

I Description:

I Partial/Final Flag: I Partial Pay Number: U TBO1: I DSSR: M Cycle: *
I Expenditure Amount: Expenditure Document Number:

Char Nude: Replace rage I Count: as
Exit: ALT-FiB

NOTES

Press Clear Form to erase all fields or Exit/Cancel to leave the Create Retained
Percent Document screen.
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7.6 Adjust Retained Percent Document (V48)

This screen allows the user to adjust a retained percent document number.

---------------- U I S ----------
I M I ADJUST RETAINED PERCUIT DOCUNEJIT I U48 I

I tExpendituare Document Number: I

I I
I Obligation Number: Net Unliquldated Balance: • I
I I
I ADP Mork Code: I

I I
I Uendor Code: "ame: I
I I
I Description: II I

I I

I Expenditure Amount: Disbursement Amount: I

I Transaction Date: Adjustment Amount: I
I I

Char Node: Replace Page I Count: *6
Exit: ALT-Fle

EXPENDITURE DOCUMENT NUMBER is a 9 character field. Enter the
expenditure number and press Execute Query. All fields are populated. A message is
displayed if the expenditure number is invalid or if a record is not retrieved.

OBLIGATION NUMBER is a 9 character field. Displayed is the obligation number
that is associated with the expenditure number.

NET UNLIQUIDATED BALANCE is a 13 digit field including 2 decimal places.
Displayed is the remaining obligation balance.

ADP WORK CODE is a 15 digit field. Displayed is the adp work code that is
associated with the expenditure number.

VENDOR CODE is a 10 character field. Displayed is the vendor code that is
associated with the expenditure number.

100



"U I SU-S - --
I SI ADJUST RETAINED PERCENT DOCUMENT I U4I I

I Expenditure Document Number: I
I I

I Obligation Number: Net Unliquidat•d klance:

I ADP Mork Code:

I Uendor Code: "Nme:

I Description:

I Expenditure Amount: Disbursement Amount:

i Transaction Date: n Adjustment Amount:

Char Node: Replace fage I Count: me
Exit: ALT-Fie

NAME is a 40 character field which displays the vendor name associated with the
vendor code.

DESCRIPTION is a field which displays expenditure information that is entered with
the initial expenditure.

EXPENDITURE AMOUNT is a 13 digit field including 2 decimal places. Displayed
is the amount that is associated with the expenditure.

DISBURSEMENT AMOUNT is a 13 digit field including 2 decimal places. Displayed
is the amount that the associated expenditure is disbursed.

TRANSACTION DATE is a 9 character field. Dispiayed is the transaction date of
the obligation. To accept the default press Next Field. To override the default enter
a transaction date and press Next Field. The transaction date must be less than or
equal to the current date.

ADJUSTMENT AMOUNT is a 13 digit field including 2 decimal places. Enter the
adjustment amount and press Save Transaction.
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--- ~U I S--
I I ADJUST RETAINED PERCENT DOCUMENT I U4B I

I Expenditure Document Number: I

I Obligation Number: Net Unliquidated Balance:I

I AD? Work Code:

I Uendor Code: Name:

I Description:

I Expenditure Amount: Disbursement Amount:

I Transaction Date: ** Adjustment Amount:

Char Node: Replace Page I Count: *0
Exit: ALT-FIB

NOTES

Press Clear Form to clear all fields or Exit/Cancel to leave the Adjust Retained
Percent Document screen.
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8. SYSTEMS ACCOUNTING

8.1 Overview

The Systems Accounting role is primarily used for maintaining accounting elements,
appropriations, class of obligations, and object class codes. Only the Chief of RMO, Chief
of the Finance and Accounting Branch, and employees of the Systems/Control Section have
access to this role. The Reports option is defined in detail in the REPORTS section of
this manual. The Systems Maintenance option is defined in detail in the
MAINTENANCE section of this manual. The main menu for the Systems Accounting
role is shown below.

u 1------a- ----------. U I S - -H'--- MEI ... • i I. * • * I •

mensu options:

I Please enter an option and presso SELCT OPTII (NEXT FIELD):
I nter a Rena option, screen code, (P) for previus maim, or (ROLE)
Ito go directly to the role election screen to change roles.

Cher I ode: Replace Page I Count: No

Exit: ftLT-iP19
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9. VIEW VIS INFORMATION

9.1 Overview

The View VIS Information role is used for report viewing. The Management Support
Group in each Laboratory, Budget Branch, Audit Office, Contracting Division, Engineering
and Construction Services Division, Equal Employment Opportunity Office, Office of
Technical Programs and Plans, Safety Office and Security Office all have access to this role.
The Reports option is defined in detail in the REPORTS section of this manual. The
main menu for the View VIS Information role is shown below.

--------- -------- U I S
I UED1 IMO *TO SYTM-MI EUI r

menu Options:

I Ies ene noto n rs EETOTO NX IL) I

I E a I

I to go dietytIh oeslcio centhnerls

C M R P

Exit UecTD FRol
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* - - - - - -M - - - - - - U IS . ...- - - -I ** I *I,. I• I
U-~ -U- _ _ U 1

I enu Options:

I I- - - -N l BY--- U I
I I 1BIAIN M XEDT E
I I CW NIU. I NFI IIO

I I LIJ BY]•MD
I II I IBIA IN BYIQIIIM I

I I

IPlease enter an option and pres SELECT OPTION IMEXT FIELD):
IEnter menu option, screen code, (P) for previous en, or (ROLE) I
Ito o directly to the role selection screen to change roles.

Char Node: Replace Page I Count: me
Exit: ALT-FIB

Once the Reports option is picked, a menu consisting of all available reports is displayed.
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10. REPORTS

10.1 Obligations By Adpwc (V4)

This screen displays all obligations for a particular adp work code.

I V I OBLIGATIOIS BY AD? MOIR CODES I U4 I

I ADF York Code: I
I I

I Total Unliquidated Obligation: I

I Obligation Contract Contract Conitnent Gross Oblig. Net UIliq. I
I number Number Nod Number beaut Ba lance I

I I

Char Mode: Rplace Page I Count: I0

Exit: ALT-FIG

ADP WORK CODE is a 15 character field. Enter the adp work code and press
Execute Query. A message is displayed if the adp work code is invalid. All fields are
populated.

TOTAL UNLIQUIDATED OBLIGATION is a 13 digit field including 2 decimal

places. Displayed is the total obligation balance associated with the adp work code.

OBLIGATION NUMBER is a 9 character field. Displayed are all obligation numbers
that are associated with the adp work code. Press Next Record and Previous Record
to scroll through the obligation numbers. Press Duplicate Record to call screen V5
which displays obligation and expenditure information and ExitlCancel to return back
to screen V4.
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I za I OLIGATIIOS BY AD? MIX CODES I U4 I

I AD? Mark Code: II I

I Total Unliquidated Obligation: *

I Obligation Contract Contract Cmmitment Cross Oblig. Net Usliq. I
I hmber HImuber Mod Ihaber Awut Balance I

Char rode: RepIacr Page I Cooat: as

Exit: ALT-FIB

CONTRACT NUMBER is a 15 character field. Displayed is the contract number that
is associated with the obligation.

CONTRACT MOD is a 3 digit field. Displayed is the contract modification number
that is associated with the contract number and obligation number.

COMMITMENT NUMBER is a 9 character field. Displayed is the commitment

number that is associated with the obligation.

GROSS OBLIG. AMOUNT is a 13 digit field including 2 decimal places. Displayed
is the total obligation amount for each obligation.

NET UNLIQ. BALANCE is a 13 digit field including 2 decimal places. Displayed is
the remaining balance for each obligation.

NOTES

Press Clear Formn to clear all fields or ExitlCancel to leave the Obligations by ADP
Work Codes screen.
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10.2 Obligations and Expenditures (V5)

This screen displays detail obligation information for a particular obligation. Also included
are expenditures made against the obligation.

--- U I 3 u

I 03 m I REUIV AN OBLIGATION AND ITS EXYDIDITURES I us I

I Obligation Plumber: Gross Obligation AMount:
Commitment Ihamber: contrasct humber:=-WI

AP A lork Code: Not Unliquidated Balance: I
Ueedor Code: 

II Initiator:
I F/T: i Object Class Code: nization Code:I Aquisi t ion Mid f[ f AJJJJ~ Decrl

Trans Date: Date Of IMal O Date :I

I Expenditure Entry Expenditure Scheduled Payment Disbursement I
I Number Date Amount Date I

Cher Mode: Replace Page 1 Count: N
Exit: ILT-FIS

OBLIGATION NUMBER is a 9 character field. Enter the obligation number and
press Execute Query. A message is displayed if the number is invalid or if no
expenditure information exists. If the obligation number is unknown press List
Values to select an obligation number. All fields are populated.

GROSS OBLIGATION AMOUNT is a 13 digit field including 2 decimal places.
Displayed is the total obligation amount for the associated obligation.

COMMITMENT NUMBER is a 9 character field. Displayed is the commitment

number associated with the obligation.

CONTRACT NUMBER is a 16 character field. Displayed is the contract number
associated with the obligation.
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. - -g - - - - - U I S - __-_-_-

I I REUIEW AN OBLIGATION AND ITS EXPENDITURES I US I

Obligation Numbe Gross Obligation An

e Contract aeb: DNt 
M

CiEx end tr Co nd e E n tre heD I

I n u tberD eo I

C hr C ode: Rpa e : P

Requi~~~~itiono 

0n0~J 

scito~•

IExitiao:AT-i

OTD i a it fild. Dise d s h e cnact odictia: o

w it t e contr act Enum be a xndobigt ion num be r.l d F jm n i bu s m n

i 

ntt

ADP WORK CODEoi a m 15chrctr fied ipae s h d okcdassoc siaewihteolgtion numbDesr. o
I Trn UN UDate EDaeO B AwAC sard 13M digi fileldicuig2deia lcs

DIsEplaendisthre Enreminn balanciue aSciatuled wimeth the sbliga metion

Char Rod e: Replace dee I Count:Exit: RLT rlO

MOD is a 3 digit field. Displayed is the contract modification number associated
with the contract number and obligation number.
ADP WORK CODE is a 15 character field. Displayed is the adp work code
associated with the obligation number.
NET UNLIQUIDATED BALANCE is a 13 digit field including 2 decimal places.Displayed is the remaining balance associated with the obligation.
VENDOR CODE is a 10 character field. Displayed is the vendor code associated
with the obligation number.
NAME is a 40 character field which displays the vendor name associated with thevendor 

code.

INITIATOR is a 20 character field. Displayed is the employee name who created
the initial obligation.
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U I S -. - ---
I /I REUIEV OBLIGATION AND ITS EXPNDIDITRES I Us I

I Obligation Numb Gross Obligation Amount:
I Commi tment Mtmb e r: Contract Number:

I AD?•ml~l Mei ork C de: Net On!i qui dated Ba lance:I

IUendor Code: Name

I Initiator:
I F/T: 0 Object Class Code: Organization Code:
I Requisition •:Dacrl ýtaon
ITrans Date: Date Of Award : FOB D'A Ate

I Expenditure Entryj Expenditare Scheduled Payment Disbursement I
I Number Date Amount Date

Cha Moe elcIag on:m

I I

I I
I I
I I

Char Node: Replace Page 1 Count: a

Exit: ALT-rie

F/T is a 3 character field which represents an accounting element. Displayed is the
F/T associated with the obligation number.

OBJECT CLASS CODE is a 4 character field. Displayed is the object class code that
is associated with the obligation number.

ORGANIZATION CODE is a 2 character field. Displayed is the organization code
that is associated with the obligation number.

REQUISITION ID is a 16 character field. Displayed is the requisition id that is
associated with the obligation number.

DESCRIPTION is a 30 character field. Displayed is the description for the
obligation.

TRANS DATE is a 9 character field. Displayed is the transaction date for the
obligation.
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- - U IS S - -
S3I REUIEM AN OBLIGATION AND ITS EXPEIDITURES I US I

I Obligation flunber: Gross Obligation Amout:
Commttment haulber: Contract Number: Rd: 1

1AI)F MorkCode: met uniudtBalance: Il

I Uendor Code: Nale:
I Initiator: I
i /T Object Class Code: nization Code:
I Aquisition skcri•

Trans Date: Date Of AerdD I

1 Expenditure Entry Expenditure Scheduled Payment Disbursement I
I Number Date Amount Date

Char Node: Replace Page 1 Count: me
Exit: ALT-Fie

DATE OF AWARD is a 9 character field. Displayed is the date of award that is
associated with the obligation number.

FOB DATE is a 9 character field. Displayed is the FOB date that is associated with
the obligation number.

EXPENDITURE NUMBER is a 9 character field. Displayed are all expenditures that
are associated with the obligation number. Press Next Record and Previous Record
to scroll through the expenditures numbers. Press List Values to call screen V39
which displays expenditure information. Press Exit/Cancel to exit from screen \V39.

ENTRY DATE is a 9 character field. Displayed is the entry date associated with the
date the expenditure was entered into the system.

EXPENDITURE AMOUNT is a 13 digit field including 2 decimal places. Displayed
is the expenditure amount associated with the expenditure number.

SCHEDULED PAYMENT DATE is a 9 character field. Displayed is the date the
expenditure is scheduled for payment.
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a. -- U I S --- ---

I r/ I REUIE AN OBLIGATION AND ITS EXPENDITURES I U5 I

I Obligation Number: Gross Obligation Amount:
I Commitment Number: Contract Number:

ADP ork na Ba lance.

I~~ 
Intatr

I A D ? M o r k C o d e : H o t n l q u i d a t e d B l

o nI

Iendor CodI
I Intator:

F/T C Object CRael Code ag1 Cole: I
DISBquisition Ise Deccail c D ae s

Tran t Date: Date Ot A hai thOedtre: n

I .,xpendit ure Entr y Expe nd itu re Scheduled Pa yment D isbur sement I

I umber Date Amount DateI

C h a r M od e: R ep la ce P a g e I C o u n t : as@

Exit: ALT-Ple

DISBURSEMENT is a 13 digit field including 2 decimal places. Displayed is the

disbursement amount associated with the expenditure number.

NOTES

Press Clear Form to erase all fields or press Exit/Cancel to leave the Review an
Obligation and its Expenditures screen.
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10.3 Expenditure Information (V39)

This screen displays detail expenditure information for a particulir expenditure document
number.

- I IS - - - -
I • I DISPLAV EXlPUDITURE IWFORHATIOM I U39 I

I Expenditure Document Number: I

I Obligation Number: aet Unliquidated Balance:

I ADP Work Code: Object Class Code: F/T: I

I Uendor Code: Name:

I Contract Number: Contract Nod Number: i
I Description:

I Partial/Final Flag: Partial Pay Nbr: TID: O I DS' Cycle: I
I De I iuever Date: i Acceptance Date: 1

I Initiator:
I Expenditure Amount: Scheduled Payment I

ICheck Number: uDO mbr: Invoice Number: I

Char Node: Replace Page 1 Count: w6
Exit: ALT-FIB

EXPENDITURE DOCUMENT NUMBER is a 9 character field. Enter the
expenditure number and press Execute Query. A message is displayed if the
expenditure number is invalid or if a record is not retrieved. All fields are
populated.

OBLIGATION NUMBER is a 9 character field. Displayed is the obligation number
that is associated with the expenditure number.

NET UNLIQUIDATED BALANCE is a 13 digit field including 2 decimal places.
Displayed is the remaining balance that is associated with the obliga:,on number.

ADP WORK CODE is a 15 character field. Displayed is the adp work code that is
associated with the obligation number.
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U I S -.-..... ----
I _ _ I DISPLAY EXPEIDITURE INFORMATION I U39 I

I Expenditure Document Number: I
- --- - - --- -

I Obligation Number: Met Unliquidated Balance:

I AD? Work Code: Object Class Code: F/7: i

I Uendor Code: name:

I Contract Number: Contract Nod Number:

I Description: _

1 Partial/Final FLag: Partial Pay NbrD: CcLe:
I Delivery Date: Acceptance Date:

II
I Initiator: I
I Expenditure Aount: hedled Payment
I Check Number: DOIJ Number: Invoice Nulmber :

Char Node: Replace Page 1 Count: a@
Exit: ALT-Fig

OBJECT CLASS CODE is a 4 character field. Displayed is the object class code that
is associated with the obligation number.

F/T is a 3 character field which represent an accounting element. Displayed is the
F/T that is associated with the obligation number.

VENDOR CODE is a 10 character field. Displayed is the vendor code that is
associated with the expenditure number.

NAME is a 40 character field which displays the vendor name that is associated with
the vendor code.

CONTRACT NUMBER is a 16 character field. Displayed is the contract number that
is associated with the obligation number.

CONTRACT MOD NUMBER is a 3 digit field. Displayed is the contract
modification number that is associated with the contract number and obligation
number.
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46-U I S --_ _____W_

I I DISPLAY EXPENDITURE INFORMATION I U39 I

I Expenditure Document Number: I

I Obliption Number: Net Unliquidated Balance: I

I AD? Work Code: Object Class Code: /T: i

I Uendor Code: ame:

I Contract Number: Contract Had Number: i

I Description: _n

I Partial/final Flag:3 Partial Pay Nbr: 130: DSSN: Cgcle: I
IDe i uery Date: Acceptance Date: I

I Initiator: I
I Expendi ture Acheduled Payment Date:
I Check Number: = DOU Ruaber: i Invoice Number:

Char Node: Replace Page 1 Lount: *0
Exit: ALT-FIB

DESCRIPTION is a field which displays expenditure information that is entered with
the initial expenditure.

PARTIAL/FINAL FLAG is a 1 character field. Displayed is the partial/final flag
that is associated with the expenditure number.

PARTIAL PAY NBR is a 3 digit field. Displayed is the partial pay number that is
associated with the expenditure number.

TBO is a 1 character field. A 'Y' is displayed if the expenditure is a TBO and an 'N'

is displayed if the expenditure is not a TBO.

DSSN is a 4 character field. DSSN is displayed only if the TBO is set to 'Y'.

CYCLE is a 2 character field. Cycle is displayed only if the TBO is set to 'Y'.

DELIVERY DATE is a 9 character field. Displayed is the delivery date that is
associated with the expenditure number.
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-U I S
I 1 DISPLRY EXPIDDITURE INFORMATIOIN I U39 I

I Expenditure Document Number: I

I Obligation Number: Met inliquidated Balance:

I AD? Work Code: Object Class Code: F/T:

I Uendor Code: tnme: I

I Contract Number: Contract Nod Number: i

I Description: I
I I
I Partial/Final Flag: Partial Pay Nbr TID: 3DSM- Cy'cle:o I
I Deliuery Date: Acceptance DteI: I
I I
I Initiator: I
I Expenditure An Scheduled Payment Date:

Check Number:l DOU uber: nuoi cc umber: 2

Char Rode: Replace Page I Count: me
Exit: ALT-FIS

ACCEPTANCE DATE is a 9 character field. Displayed is the acceptance date that
is associated with the expenditure number.

INITIATOR is a 20 character field which displays the name of the employee who
entered the initial expenditure.

EXPENDITURE AMOUNT is a 13 digit field including 2 decimal places. Displayed
is the expenditure amount that is associated with the expenditure number.

SCHEDULED PAYMENT DATE is a 9 character field. Displayed is the date the
expenditure is scheduled for payment.

CHECK NUMBER is a 6 character field. If the expenditure has been disbursed, the
check number is displayed.

DOV NUMBER is a 6 character field. If the expenditure has been disbursed, the
DOV number is displayed.
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I I DISPLAY EXP•DIDIJRE INFORMATION 1 U35 I

I Expenditure Document Number: I

1 Obligation Number: Net Unliquidated Balance:

I RD? Mork Code: • Object Class Code: F /T:

I Uendor Code: Nmoe:

I Contract Number: Contract Hod Number:

I Description: _

I Partial/Final Flag: Partial Pay Ibrb: 3 Cycle:
I Deliuery Date: Acceptance Dte: I

I Initiator: W B
I Expenditure Amount: Scheduled Pagment Date:Check Number: in DOU ,,ber: Invoice Number:

Char Mode: Replace Page I Count: me
Exit: FALT-F1i

INVOICE NUMBER is a 15 character field. Displayed is the invoice number that
is associated with the expenditure.

NOTES

Press Clear Form to erase all fields or Exit/Cancel to exit the Display Expenditure
Information Screen.
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10.4 Obligations By Vendor (V40)

This screen displays all obligations for a particular vendor.

U IS

I...I DISPLAY OBLIGATIONS IY UENUO I U48 I

1 Uendm Code: ýe: ham

I Obligation Comitmnt contract Contract Gross Net Unliq. I
I lbr. ffbl. Kbr. 10d 1Kbr. Anaat Balance I

I I

Char r~ode: Replace Page 1 Count: 08
Exit: ALT-FIB

VENDOR CODE is a 10 character field. Enter the vendor code and press Execute
Query. All fields are populated. If the vendor code is invalid or if a record is not
retrieved a message is displayed. If the vendor code is unknown press List Values
and select a vendor code.

NAME is a 40 character field which displays the name associated with the vendor
ck-de.

OBLIGATION NBR. is a 9 character field. Displayed are all obligation numbers that
are associated with the vendor code. Press Next Record and Previous Record to scroll
through each record. Press Next Set for next set of records. Press Page Up and Page
Down to scroll through a page of records at a time.

COMMITMENT NBR. is a 9 character field. Displayed is the commitment number
that is associated with the obligation number.

118



"U IS

il l DISPLAY OBLIGATIONtS IV UDORI 1U40 l

I Lendor Code: • Name: i

I Obliption COMMitment contract contract Gros Met Unliq. I
I 11. IMr. M1r. Hod t1hr. Amanut Salacm I

I I

Char Mode: Rplace Page 1 Count: me

Excit: ALT-FIO

CONTRACT NBR. is a 16 character field. Displayed is the contract number that is
associated with the obligation number.

CONTRACT MOD NBR. is a 3 digit field. Displayed is the contract modification
number that is associated with each contract number and obligation number.

GROSS AMOUNT is a 13 digit field including 2 decimal places. Displayed is the
total amount for each obligation number.

NET UNLIQ. BALANCE is a 13 digit field including 2 decimal places. Displayed is
the remaining balance for each obligation.

NOTES

Press Clear Form to clear all fields or press ExitlCancel to exit the Display
Obligations By Vendor screen.
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10.5 View Contract Information (V46)

This screen displays obligation information for a particular contract number.

U IS

I..m... I UINW CONTRACT INFORMATION 1 U46 I

I Enter Contract Number: I

IContr. Obligation Gross Obig. Net Unliq. AD? Commitment I
I Mod Number Amount Balance Work Code Number I

Char Node: Replace Page I Count: I0

Exit: ALT-FIB

ENTER CONTRACT NUMBER is a 16 character field. Enter the contract number
and press Execute Query. A message is displayed if the contact number is invalid or
if no records are retrieved. All fields are displayed. If the contact number is
unknown press List Values and select a contract number.

CONTR. MOD is a 3 digit field. Displayed are all contract modification numbers for
the associated contract number.

OBLIGATION NUMBER is a 9 character field. Displayed is the obligation number
that is associated with the contract number and contract mod number.

GROSS OBLG. AMOUNT is a 13 digit number including 2 decimal places.

Displayed is the total obligation amount for each obligation.

NET UNLIQ. BALANCE is a 13 digit number including 2 decimal places. Displayed
is the remaining obligation balance for each obligation.
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- " IS

I **• I UIEW COiNTRACT IWF0UTIOI I U46 I

I Enter Contract Number: I

ICoutr. Obligation Groms Ohig. tiet Unliq. ADP C2umituest I
I Nod Number Amount Balance Vmork Code Number I

Char rode: Rpla Page I Count: No

Exit: tiLT-Fle

ADP WORK CODE is a 15 character field. Displayed is the adp work code that is
associated with each obligation.

COMMITMENT NUMBER is a 9 character field. Displayed is the commitment
number that is associated with each obligation.

NOTES

Press Clear Form to erase all fields or ExitlCancel to leave the View Contract
Information screen.
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10.6 Obligations by Requisition ID (V52)

This screen displays obligation information by requisition ID.

--- -- U I S - -,---

I N I OBLIGATIONS BY REQUI31TION ID I U52 I

I I

I Requisition ID: I
I I

I Requisition Contract Obligation Obligation Met Uniliq. I
I Number Number Number Date Ba lance I

Char Mde: Rplace Page I Count: 08
Exit: LT-r1o

REQUISITION ID is a 16 character field. Enter a requisition ID or portion of a
requisition ID and press Execute Query. All fields are populated.

REQUISITION NUMBER is a 16 character field. Displayed are all requisition
numbers for the requisition ID(s) entered.

CONTRACT NUMBER is a 15 character field. Displayed is the contract number that
is associated with the requisition number.

OBLIGATION NUMBER is a 9 character field. Displayed is the obligation number
that is associated with the requisition number.

OBLIGATION DATE is a 9 character field. Displayed is the date the obligation was
created.
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-- - -- ------ U I S --- - -- --- 46-- - M-

i 1 I OBLIGATIONS IY REQUISITION ID I U52 I

I I

I Reqaisition ID: I
I !

I Rquisition Contract Obligation Obligation Net IUliq. I
I Number Number Nhmber Date Ba lance I

Chr Iode: Replace Pe I Count: a@

Exit: ALT-FIB

NET UNLIQ. BAL is a 13 digit field including 2 decimal places. Displayed is the
remaining balance for the obligation.

NOTES

Press Clear Form to clear all fields or Exit/Cancel to leave the Obligations by ADP
Work Codes screen.
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11. MAINTENANCE

11.1 Maintain Accounting Elements (MAET)

This screen allows the user to create a new accounting element or modify an existing
accounting element based on the item code or portion of the item code entered.

U IS

I. . I AXt01IT ELEMEIT TYPE MAINTUENINC I INAT I

I Enter Ites Code I I
II II

I ltef Item C HIA C a0 I
ICode Description I HI

I I
I I
I I

I I
I I
I I
I II

Cher Hode: Replace Page 1 Count: *
Exit: ALT-FIB

ENTER ITEM CODE is a 3 character field. Enter an item code or a portion of an

item code and press Execute Query. All Fields are populated.

ITEM CODE is a 3 character field. The only time this field can be changed is when
you are creating a new item code. Press Create Record to create a new item code.

Enter in the item code and press Next Field. If only editing, press Next Field to edit
the item description. The system will not allow creation of an item code that already
exists. An error message is displayed if this occurs.
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I IIlt.Enter CitCem Co
I Ite- Item. C N A C a 0 11
ICade Description I HI

ChIr Pode: Rplac Page I Count: as

Exit: A3LT-Fl-

ITEM DESCRIPTION is a 60 character field. Enter the item description and press
Next Field.

C is a 1 character field which defines a Civil item code. Enter a (Y)es or leave this
field blank. Press Next Field.

M is a I character field which defines a Military item code. Enter a (Y)es or leave

this field blank. Press Next Field.

R is a 1 character field which defines a Revolving Fund item code. Enter a (Y)es
or leave this field blank. Press Next Field.

C is a I character field which defines a Contract item code. Enter a (Y)es Or leave

this field blank. Press Next Field.

01 is a I character field which defines an Other Income item code. Enter a (Y)es

or leave this field blank. Press Next Field.
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-- ~~ -- IS --

I • I ACCOUNT ELEMENT TYPE MAINTEINACE I MIET I

IEnter Itn Code I

II

1 Iltm Iten C M I C aOI I
ICode Decription I HI

Char Mode: Rplace PageII Count: *0

Exit: ALT-Flo

0 is a 1 character field which defines an Other item code. Enter a (Y)es or leave
this field blank. Press Next Field.

IH is a I character field which defines an In House item code. Enter a (Y)es or
leave this field blank. Press Next Field.

SAVING THE TRANSACTION

After entering all information press Save Transaction.

NOTES

Press Clear Form to erase all fields or Exit/Cancel to leave the Account Element
Type Maintenance screen.
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11.2 Maintain Appropriation (MAPP)

This screen allows the user to create a new appropriation or modify an existing
appropriation.

I 0 I APPMOPRIATION TAKL MINTUWIC! I MAP? I

I Ci uilAilitartyolevolving Flag

I Local Appropriation Number

I Appropriation TitleII S I I

u Char Nqode : Replace Page 1 count : - 1
lbtit: AtLT-FLO

CIVIL/MILITARY/REVOLVING FLAG is a I character field. The only time this
field can be modified is when you are creating a new appropriation code. Press
Create Record and enter the correct flag. Press Neut Field. The only valid entries are
(C)ivil and (M)ilitary. An error message is displayed if an invalid entry is entered.

LOCAL APPROPRIATION NUMBER is a 9 character field. The only time this field
can be modified is when you are creating a new appropriation code. Enter in the
local appropriation number and press Next Field.

APPROPRIATION TITLE is a 40 character field. Enter the title of the local
appropriation number.
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I ***• I APPROPRIATION TABLE lAITDWEIMCE I RAPP I

I CiuilHilitarWReuluing Flag

I Local Appropriation Number *. I

I Appropriation Title I i'i I I

u Char Flode: Replace Page: 1 Count: I
Exit: ALT-FIB

SAVING THE TRANSACTION

After entering all information press Save Transaction.

NOTES

All records are retrieved when first entering the screen. To scroll back and forth
between records press Next Record and Previous Record, or Up and Down.

Press Clear Form to erase all fields or ExitlCancel to leave the Appropriation Table
Maintenance screen.
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11.3 Maintain Class of Obligation (MCOO)

This screen allows the user to create a new class of obligation or modify information for an
existing class of obligation.

"- "uIS--

I ......... CLASS OF OBLIGTION TABLE MAINTENACE I new I

Civil Nil Revoluing I
Description Class Class Fund Class I

I IP

I CONTACT AWA :RDED lc PROFI 1R Con :1

I s TRAINING~

I LEASE
Igation. REnR V Fn ediIi .EKH ORDE -. 5MRD

I CLASS LL OF ADIGiI 5EUS * ' * 1
I 'TRANSPORTATIONL REQES

I TRUE ;C

I 6M. ORDE -OTHE MOM-DO

u Char Mode: Replace Page 1 count: 14
Exit: ALi-Fle

DESCRIPTION is a 40 character field. Press Create Record to create a new class of
obligation. Enter the description and press Next Field. If only editing, enter the
changed description and press Next Field.

CIVIL CLASS is a 2 digit field. Enter the Civil class code and press Next Field.

MIL CLASS is a 2 digit field. Enter the Military class code and press Next Field.

REVOLVING FUND CLASS is a 2 digit field. Enter the Revolving Fund class and
press Next Field.
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I 1 9 I CLASS OF OBLIGATION TABLE 1IMNATCE I "COD I

Civil Nil Revolving I
Description Clam Clas Fund Clam I

I '

I C hTAr AodW:RDEpDTO MO-RFITe 1 out 1

I *IIHAS ORDER II

I LI-FtO
I 6 UI' ITIM '

I IRUE

I I*IB RDR -TE O -O

u Char Node: Rep lace Page I Coiunt: 14
Exit, ALT-FILO

SAVING THE TRANSACTION

After entering all information press Save Transaction.

NOTES

When entering a new class of obligation or editing an existing class of obligation, the
class of obligation must be unique. An error message is displayed if the class of
obligation is not unique.

All records are retrieved when first entering the screen. To scroll back and forth
between records press Next Record and Previous Record, or Scroll Up and Scroll
Down. To scroll a set of records press Next Set of Records.

Press Clear Form to erase all fields or Exit/Cancel to leave the Class of Obligation
Table Maintenance screen.
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11.4 Maintain Object Class Codes (MOCC)

This screen allows the user to create a new object class code or modify information for an
existing object class code.

U IS
I.. . I OMJECT CLAW CODE TABLE HINTRWICE I HM I

I Enter Object Class Code i

I Object
I Class Revlviaug I
I Code Description Ciull Nl i Fund

Char Miode: Replace Page 1 count: *8
Exit: ALT-PLO

ENTER OBJECT CLASS CODE is a 4 character field. Enter all or a portion of the
object class code and press Execute Query. All Fields are populated.

OBJECT CLASS CODE is a 4 character field. The only time this field can be
modified is when you are creating a new object class code. Press Create Record to
create an object class code. Enter the object class code and press Next Field. If only
editing, press Next Field to edit the description.

DESCRIPTION is a 40 character field. Enter the description and press Next Field.

CIVIL is a 1 character field. Enter a (Y)es if this is a Civil object class code or leave
this field blank. Press Next Field.

MIL is a I character field. Enter a (Y)es if this is a Military object class code or
leave this field blank. Press Next Field.
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I • I OBJECT CLASS CODE TABLE MAINTEiN•NE I NOCC I

I Enter Object Class CoI

I Object
I Clas Reuouling I
I Code licciption Civil Nil Fund I

Char rode: Replace Page I Count: No
Exit: ALT-FIG

REVOLVING FUND is a 1 character field. Enter a (Y)es if this is a Revolving Fund
object class code or leave this field blank. Press Next Field.

SAVING THE TRANSACTION

After entering all information press Save Transaction.

NOTES

To scroll back and forth between records press Next Record and Previous Record, or
Up and Down. To scroll a set of records press Next Set of Records.

Press Clear Form to erase all fields or ExitlCancel to leave the Object Class Code
Table Maintenance screen.
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11.5 Maintain Vendor Code/Address (MVEND)

This screen allows the use to create a new vendor, edit an existing vendor or create a new
address for a particular vendor.

U IS
I • I MuDIG TA= An UDIOR ADDESS TAML•E INT•W•CE I W= I

I Uen•or Code: awme: I
I I
I Usiewli Ty5pe: ITax ID:

I Cd

Ifldmoef Cditey: State: _ip:_contry:

I 1

I IdrwCde drm

I Cityj: State: * Zip: Countryj:*I

1 ?hone: (0) M-I

Chai Mate: Replace Page i Count: *as
Exit: ALT-FiB

VENDOR CODE is a 10 character field. Enter the vendor code and press Execute
Query or press List Values for a valid list of vendor codes and then press Execute
Query. Once a vendor code is entered or chosen, all fields are populated. To create
a new vendor code press Create Record. Enter the vendor code and press Next Field.

NAME is a 40 character field. Enter or edit the vendor name and press Next Field.

VENDOR TYPE is a 1 character field. The vendor type can be (C)ommercial, (N)on
Commercial, or blank. Enter or edit the vendor type and press Next Field.

TAX ID is an 11 digit field. Enter or edit the tax id and press Next Block.

ADDRESS CODE is a 2 character field. The address code is display only. If
creating a new address, the system will generate a sequential number.

133



I M I UEIDOR TABLE AND UIDON ADDRESS TABLE AIHT'WICE I IM]D9 I

I Uendor Code: name: I
I I

I Lelndor Type: 3 Tax ID: I
I I

I Address Code: Address: I

ICity: S'tat : • zip: country:I phne

I Code: Address:

I City: State: z zip: country:

IPo,,: c ) ph- n

Char IIde: Rplac paw I Count: 00

Exit: ALT-FIB

ADDRESS is a 2 line field. Each line is a 40 character field. Enter or edit the
address and press Next Field.

CITY is a 20 character field. Enter or edit the city and press Next Field.

STATE is a 2 character field. Enter or edit the state and press Next Field.

ZIP is a 10 character field. Enter or edit the zipcode and press Next Field.

COUNTRY is a 2 character field. Enter or edit the country code and press Next
Field.

PHONE is a 10 digit field. Enter or edit the telephone number. To create another
address for the same vendor press Create Record and begin entering new address
information.
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I *'i I UDMI R TARLE AD UDIDON ADD=ES TALE mInTwI I Jm I

I Uendor Code: rawe: I
I I
I Uendor Type: 3 Tax ID: I

I Address Code: Address:

I City: State: Z zip: Country,: 1
I I
1 Phone: )I-I

I Address Code:f Adde~ss _ _ _ _ _ _ _

I C ityj: State: U Zip: Countryj: 1
1 1
1 Phone: (M , - m

Cher Nde: Replace Page 1 Count: -0
Exit: ALT-F18

SAVING THE TRANSACTION

After entering all information press Save Transaction.

NOTES

To scroll back and forth between records press Next Record and Previous Record, or
Scroll Up and Scroll Down. To scroll a set of records press Next Set of Records.

Press Clear Form to erase all fields or Exit/Cancel to leave the Vendor Table and
Vendor Address Table Maintenance screen.
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12. LOOKUPS

12.1 Object Class Codes Lookup Screen (V12)

This screen displays all available object class codes and their descriptions.

I *. I OBJECT CLASS CODES LOMI SC I UIZ I

I Object Clas object Clas
I Code ,l[eilttiou I

I SIm VE..MME BEEF

I M1S IWMFT FO FOME IESME
I ME IRUE AMD ..R..S.. TIO OF PRSO
I S3I THMSO.AIOM OF TI I
I iml rET CMUICAIOS AMITLTE

I Es S IMTIM AMD RERDCIO
I S IE PEIRFRME BY OTHERIAGlMCtoS

I RSRU.E REDEE BY** THIEOUIGFM
SII

IPLE AM MATERIALS

I 55 [ 'if] IP_ i I I I.'

u Char Mode: Replace Page 1 Count: 15
Exit: ALT-FLO

OBJECT CLASS CODE is a 4 character field. Upon entry of the Object Class Codes
Lookup screen all fields are populated. Press Next Record and Previous Record to
scroll through each record. Press Next Set for next set of records. Press Page Up and
Page Down to scroll through a page of records at a time.

OBJECT CLASS DESCRIPTION is a field which describes the object class code.

NOTES

Press Exit/Cancel to exit the Object Class Codes Lookup screen. Position the cursor
on the object class code that you want to select and press Save Transaction.
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12.2 Organization Retrieval (V14)

This screen displays all valid organizations for the organization name or portion of the
organization name entered.

U 1IS
I I •MIZATlOI'iETRIJARL I U14 I

I oranization Name I
I Search Criteria:
I (Pess 'RETRIJE OlGS' without criteria to retrieve all Orgasizatimn)

I nization Nam Opiatior. Code I

II

Char Node: Replace Page I Count: No

Exit: ALI-FIB

SEARCH CRITERIA is a field which you enter an organization name or a portion
of the organization name and press Execute Query to populate all fields. If the
organization name is unknown press Execute Query to display all organizations.

ORGANIZATION NAME is a field which displays the name associated with the
organization code. Press Next Record and Previous• Record to scroll through each
record. Press Next Set for next set of records. Press Page Up and Page Down to
scroll through a page of records at a time.

ORGANIZATION CODE is a 2 character field.

NOTES

Press ExitlConcel to exit the Organization Retrieval screen. Position the cursor on
the organization that you want to select and press Save Transaction.
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12.3 Item Code Lookup (V15)

This screen displays all valid item codes based on the item code or portion of the item code
entered.

U IS
I I IT rIWME LOW1,01 I UIs I

I ~Enter Iten Code*
II
I Itea Code Description

I
II
II

II
II

Char Node: Replace Page 1 Count: *

Excit: ALT-FIG

ENTER ITEM CODE is a field which allows you to enter an item code or a portion

of the item code and press Execute Query to populate all fields. If the item code is
unknown press Execute Query to display all item codes.

ITEM CODE is a 3 character field. Press Next Record and Previous Record to scroll
through each record. Press Next Set for next set of records. Press Page Up and Page
Down to scroll through a page of records at a time.

DESCRIPTION is a field which displays an item code description.

NOTES

Press ExitlCancel to exit the Item Code Lookup screen. Position the cursor on the
item code that you want to select and press Save Transaction.
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12.4 Vendor Lookup Screen (V16)

This screen displays all valid vendor codes for the vendor name entered.

U IS
I M M I UEMDMUaDO JPSCNEI= I U16 I

I I
I Enter Uenir Nam I
I I

I Uendor Code Uednr Naw I

Char Hode: Replace Page 1 Count: *0
Exit: A•LT-FI0

ENTER VENDOR NAME is a 40 character field which allows you to enter an vendor
name or a portion of the vendor name and press Execute Query to populate all fields.

VENDOR CODE is a 10 character field. Press Next Record and Previous Record to
scroll through each record. Press Next Set for next set of records. Press Page Up and
Page Down to scroll through a page of records at a time.

VENDOR NAME is a 40 character field which displays the name associated with the
vendor code.

NOTES

Press Exit/Cancel to exit the Vendor Lookup screen. Position the cursor on the
vendor code that you want to select and press Save Transaction.
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13.5 Vendor Address Lookup (V17)

This screen displays all possible addresses for a particular vendor.
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Char Mode: Replace Page I Count: -1

Exit: ALT-F19

VENDOR CODE is a 10 character field. Enter the vendor code and press Execute

Query. All fields are populated. If the vendor code is invalid or if a record is not
retrieved a message is displayed.

NAME is a 40 character field which displays the name associated with the vendor
code.

ADDRESS CODE is a 2 character field. Press Next Record and Previous Record to
scroll through each record. Press Next Set for next set of records. Press Page Up and
Page Down to scroll through a page of records at a time.

ADDRESS is a field which displays address information. Included in this information
is the address, city, state, zip, country, area code, and phone number.
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NOTES

Press ExitlCancel to exit the Vendor Address Lookup screen. Position the cursor on
the address code that you want to select and press Save Transaction.
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12.6 Select Obligation Lookup Screen (V18)

This screen displays all available obligations and allows the user to select , alid obligation.
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OBLIGATION NUMBER is a 9 character field. Upon entry of the Select Obligation
Look-up screen all fields are populated. Press Next Record and Previous Record to
scroll through each record. Press Next Set for next set of records. Press Page Up and
Page Down to scroll through a page of records at a time.

INITIAL ENTRY DATE As a 9 character field. Displayed is the date the initial
obligation is created.

GROSS OBLIGATION AMOUNT is a 13 digit field including 2 decimal places.
Displayed is the total obligation amount for each obligation.

INITIATOR is a 20 character field which displays the employee name of the person
who initially entered the obligation.
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NOTES

Press Exit/Cancel to exit the Select Obligation Lookup screen. Position the cursor
on the obligation number that you want to select and press Save Transaction.
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12.7 Contract Number Lookup (V19)

This screen displays all available contracts for a particular vendor.
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ENTER VENDOR CODE is a 10 character field. Enter the vendor code or a portion
of the vendor code and press Execute Query. All fields are populated. If the vendor
code is invalid or if a record is not retrieved a message is displayed.

VENDOR NAME is a 40 character field which displays the name associated with the
vendor code.

CONTRACT NUMBER is a 16 character field. Displayed are all contract numbers
that are associated with the vendor code. Press Next Record and Previous Record to
scroll through each record. Press Next Set for next set of records. Press Page Up and
Page Down to scroll through a page of records at a time.

CONTRACT MODIFICATION NUMBER is a 3 digit field. Displayed is the contract
modification number that is associated with each contract number.
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NOTES

Press Exit/Cancel to exit the Contract Number Lookup screen. Position the cursor
on the contract number that you want to select and press Save Transaction.
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12.8 Discount Terms Lookup (V20)

This screen displays all available discount terms codes and allows the user to select a valid
discount terms code.
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CODE is a 2 character field. Upon entry of the Discount Terms Lookup screen all
fields are populated. Press Next Record and Previous Record to scroll through each
record. Press Next Set for next set of records. Press Page Up and Page Down to
scroll through a page of records at a time.

PERCENT is a field which displays the percentage for the associated discount terms
code.

DISCOUNT DAYS is a field which displays the discount days associated with the
discount terms code.

NET DAYS is a field which displays the net days associated with the discount terms
code. Net Days is the number of days that the net amount is due.
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12.9 Vendor Expenditure Obligation Lookup (V30)

This screen displays all expenditures and obligations for a particular vendor.
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VENDOR CODE is a 10 character field. Enter the vendor code and press Execute
Query. A message is displayed if the vendor code is invalid or if no records are
retrieved. If the vendor code is unknown press List Values and select a vendor code.

NAME is a 40 character field which displays the vendor name that is associated with
the vendor code.

EXPENDITURE DOC NUMBER is a 9 character field. Displayed are the
expenditure document numbers that are associated with the vendor code. Press Next
Record and Previous Record to scroll through each record. Press Next Set for next set
of records. Press Page Up and Page Down to scroll through a page of records at a
time.

OBLIGATION DOC NUMBER is a 9 character field. Displayed is the obligation
document number that is associated with each expenditure.

148



U 1IS

r. - IUNR $tDUl OBLIGATION WM- I U38 I

I k Code: - ham: I

I Expenditure Obligation contract Contract
I Doc Ntmber Doc Humber Iuaber Mod h A ount
I N
II

II
II
II
II
I

Exit: A•LT-FIO

CONTRACT NUMBER is a 16 character field. Displayed is the contract number that
is associated with each expenditure.

CONTRACT MOD NBR is a 3 digit field. Displayed is the contract mod number

that is associated with each contract number.

AMOUNT is a 13 digit field including 2 decimal places. Displayed is the expenditure
amount that is associated with each expenditure.

NOTES

Press ExitCancel to exit the Vendor Expenditure Obligation Lookup screen.

Position the cursor on the expenditure document number that you want to select and
press Save Transaction.
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12.10 Travel Expenditure Lookup (V32)

This screen displays all travel expenditures waiting to be processed.
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OBLIGATION DOCUMENT is a 9 character field. Displayed is the travel obligation
number. Upon entry of the Travel Expenditure Lookup screen all fields are
populated. Press Next Record and Previous Record to scroll through each record.
Press Next Set for next set of records. Press Page Up and Page Down to scroll
through a page of records at a time.

VENDOR CODE is a 10 character field. Displayed is the vendor code associated
with the obligation number.

EXPENDITURE AMOUNT is a 13 digit field including 2 decimal places. Displayed
is the amount expended against the associated obligation number.
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AVAILABLE BALANCE is a 13 digit field including 2 decimal places. Displayed is

the balance available for each obligation.

NOTES

Press ExitlCancel to exit the Travel Expenditure Lookup screen. Position the cursor
on the obligation document that you want to select and press Save Transaction.
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12.11 Invoice Lookup (V34)

This screen displays all available invoices and allows the user to select a valid invoice
number for a particular vendor.
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INVOICE NUMBER is a 15 character field. Upon entry of the Invoice Lookup
screen all fields are populated. Press Next Record and Previous Record to scroll

through each record. Press Next Set for next set of records. Press Page Up and Page
Down to scroll through a page of records at a time.

VENDOR CODE is a 10 character field. Displayed is the vendor code associated
with each invoice number.

AMOUNT is a 13 digit field including 2 decimal places. Displayed is the amount of

each invoice number.

NOTES

Press Exit/Cancel to exit the Invoice Lookup screen. Position the cursor on the
invoice number that you want to select and press Save Transaction.
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12.12 Select Expenditure (V37)

This screen displays all possible expenditures and allows the user to select a valid
expenditure document number.
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EXPENDITURE NUMBER is a 9 character field. Upon entry of the Select
Expenditure screen all fields are populated. Press Next Record and Previous Record
to scroll through each record. Press Next Set for next set of records. Press Page Up
and Page Down to scroll through a page of records at a time.

AMOUNT is a 13 digit field including 2 decimal places. Displayed is the total

expenditure amount for each expenditure number.

NOTES

Press Exit/Cancel to exit the Select Expenditure screen. Position the cursor on the

expenditure that you want to select and press Save Transaction.
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APPENDIX A - VIS ROLES

ROLE DESCRIPTION

Administration Responsible for performing specific
administrative duties

Disbursing Synonymous with functions of the RMO
Disbursing Section

Exam Synonymous with functions of the RMO Exam
Section

Obligator Responsible for input of obligations to VIS Data
Base

Receiver Authorized to incur expenditures for the
government for goods and services received

Systems Accounting Authorized to maintain pertinent VIS Data Base
information

Viewer Authorized to view VIS Data Base via standard
set of query forms
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APPENDIX B - FUNCTION KEYS

ACTION KEYS:

F6 CLEAR FIELD clears the contents of the current field,
beginning at the current cursor position.

F2 CLEAR FORM clears all the blocks of the current form,
reversing all unsaved updates, inserts and deletes in all blocks
of the form.

F9 CREATE RECORD creates a new record. You must fill in the
new record and SAVE TRANSACTION, or delete it.

BACKSPACE DELETE BACKWARD deletes the character to the left of the
current cursor position.

SHIFT-F5 DELETE RECORD deletes a retrieved record from the screen
and the data base. Records are not permanently deleted until
you save your changes to the data base.

F3 EXECUTE QUERY clears the current block and retrieves all
records from the data base table referenced by the block.

F10 EXIT/CANCEL exits the current form and returns to the
system command prompt. Also cancels the LIST VALUES
function.

INSERT INSERT/REPLACE switches between Insert character mode
and Replace character mode.

F4 LIST VALUES, if available, displays possible values for the
current field. Use SELECT to choose a particular value or
EXIT/CANCEL to exit without selecting.

F7 MULTIFUNCTION performs special functions, such as
Duplicate Obligation.

END SAVE TRANSACTION writes into the data base all changes

made since the last SAVE TRANSACTION or CLEAR FORM.

END SELECT selects a particular value from a lookup screen.
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CURSOR MOVEMENT KEYS:

CTRL-PAGE DOWN DOWN moves the cursor to :he same field in the next record.
If the next record is a new record, DOWN moves the cursor to
the first field of the new record.

LEFIT ARROW LEFT moves the cursor one character to the left (within the
field).

PAGE UP PREVIOUS BLOCK moves the cursor to the previous block in
the form.

SHIFT-TAB PREVIOUS FIELD moves the cursor to the previous enterable
field in the current record.

UP ARROW PREVIOUS RECORD moves the cursor to the previous record

in the current block.

PAGE DOWN NEXT BLOCK moves the cursor to the next block in the form.

TAB, ENTER NEXT FIELD moves the cursor to the next enterable field in
the current record.

DOWN ARROW NEXT RECORD moves the cursor to the next record in the
current block.

RIGHT ARROW RIGHT moves the cursor one character to the right (within the
field).

ESC-DOWN ARROW SCROLL DOWN shifts the current block's window down
displaying records that are outside of the window.

ESC-LEFT ARROW SCROLL LEFT shifts the field's display window to the left,
displaying field contents that are outside of the window.

ESC-UP ARROW SCROLL UP shifts the current block's window up displaying
records that are outside of the window.

ESC-RIGHT ARROW SCROLL RIGHT shifts the field's display window to the right,
displaying field contents that are outside of the window.

CTRL-PAGE UP UP moves the cursor to the same field in the previous record.
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DISPLAY KEYS:

SHIFT-F10 DISPLAY ERROR displays error information and/or advanced
help information for the field where the last error occurred.

F4 LIST VALUES, if available, displays possible values for the
current field. Use SELECT to choose a particular value or
EXIT/CANCEL to exit without selecting.

SHIFT-F8 REDISPLAY PAGE restores the screen image.

F8 SHOW FUNCTION KEYS displays the function key
assignments currently in effect.
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APPENDIX C - GLOSSARY

ADP Work Code: A fifteen digit alphanumeric code representing an accounting classification
(account or job number). It identifies the type of funding, project, or account.

Advance Amount: The cash amount requested by the traveler to cover the expected expenses

for the trip.

Allotment: The administrative allocation of the congressionally approved appropriated funds.

Appropriation: An authorization by an Act of Congress to incur obligations for specified
purposes and to made disbursements for them from the Treasury of the United States. This
includes authorizations to create obligations in advance of appropriations or other funding
authority.

Appropriation Title: A brief description of the Appropriation.

Check Number: A unique number assigned to each check being disbursed.

Civil/Military/Revolving Code: A one character code which displays the type of
appropriation. C is civil; M is military; and R is revolving fund.

Class of Obligation: The class of obligation serves to provide a method of further classifying
contract and reimbursable order expenditures or obligations. The two digit code is a part
of the obligation document number.

COEMIS: Corps of Engineers Management Information System

Commitment: A firm and administrative reservation of funds, based on firm procurement,
directives, orders, and requisitions which authorize the create of an obligation without
further recourse of the official responsible for the availability of funds.

Commitment Number: A number used to identify a specific commitment. The commitment
number contains nine characters and the first character is always a 'R'.

Contract: A legally enforceable binding agreement between two or more parties for the

supply of certain goods or services.

Contract Amount: The gross amount of the contract.

Contract Modification Number: A sequential number that is entered each time a
modification is made to the contract.
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Contract Reference Modification Number: The "parent" or first contract modification

number for a contract that is within the same scope of work.

Date of Award: The date a contract is awarded.

Delivery Date: The date that goods are to be delivered.

Disbursement: The act of writing a check to a vendor who has delivered goods and or
services.

Disbursement Document Number: The document number assigned to the COEMIS
transaction to record the liquidation of the expenditure and the disbursement of the cash
to the vendor.

Discount Terms: Each contract as negotiated with the contractor can have various terms
offered by the government and contractor. Discount terms allow the government to pay less
than the billed earnings when they are paid early or within a specified time period. These
terms may also be used in the invoice.

District Code: A one character numeric code to designate a Corps of Engineers (COE)
facility. The district code for WES is 4.

Document Number: A unique number which is used by VIS to keep up with the various
transactions. An 'R' at the beginning of the nine character number signifies a commitment
number, an 'E' signifies an obligation, a 'F' signifies an expenditure, and a 'K' signifies a
disbursement.

DOV Number: The disbursing officer's voucher number assigned to the batch of transactions

being disbursed.

DSSN Number: Disbursing station number assigned to the Department of Treasury.

Earnings Period Start Date: The date the contractor's earnings start.

Earnings Period Stop Date: The ending date the contractor's invoice is requesting payment
through.

Employee Name: Name of WES employee.

Employee Userid: A twelve character userid that is associated to the employee name.

Entry Date: The date a transaction is entered into the system.
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Expenditure Document Number: A unique 9 character number used to identify a transaction

record made by the receipt of goods or services.

FOB Date: The date the goods are placed or delivered to the FOB destination.

Initial Entry ID: The userid of the person responsible for creating a transaction in VIS.

Invoice: Various forms which are unique to each vendor. It serves as an official document
from the vendor furnishing all information about the vendor and article or service delivered.

Invoice Number: A vendor assigned number to designate an invoice from a particular
vendor.

Item Code: A three digit numeric code used to identify a specific item or expense, or type
of cost charged to an account in COEMIS. Same as the COEMIS accounting element.

Item Description: A brief description of the item code.

Local Appropriation Number: A nine character code which identifies the appropriation from
which the work is funded.

Net Unliquidated Balance: This is the remaining balance left in the obligation after
expenditures.

Obligation: A legal liability of the Government established as a result of an order placed,
contract awarded, services received, a similar transaction during the given period requiring
disbursements; and which, under the specified conditions of the transaction, will result in
a valid charge against the appropriation or the fund involved. Liquidates commitment,
obligates funds.

Obligation Number: A unique number that is assigned to the obligation transaction when
it is created. The obligation number contains nine characters and the first is always an 'E'.

Object Class Code: A four digit numeric code which represents object classification. It is
a method to provide for the classification of obligations or expenditures representing the
different types of services, goods, or other items being procured or consumed.

Organization Code: A two digit alphanumeric code assigned to a particular organizational
element of a Corps facility.

Organization Name: Name of the organization that is associated with the organization code.

Partial/Final Flag: A flag which denotes whether the payment is partial or final. It is
marked 'F' for final or 'P' for partial.
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Partial Pay Number: A RMO number assigned to the consecutive payment of a contract
that has progressive or periodic earnings. Each earnings period or earnings request will be
assigned a partial payment number for their control of the sequence of the disbursements.

Prompt Payment Flag: A flag which denotes whether or not the invoice is subject to prompt

payment. A 'Y' represents yes and an 'N' represents no.

Receipt Date: The receipt date is the date the goods are received.

Receiving Report: Used to certify that the articles and services ordered were received. It
will, along with an invoice and bureau voucher, create an expenditure, liquidate an
obligation, and establish an accounts payable to the vendor.

Recurring Expenditure: Expenditure that is paid at fixed intervals for the same amount of
money.

Retained Percent: The percentage of a contractor's earnings, agreed upon during contract
negotiation, that will be withheld until final delivery.

Retained Percent Document Number: Document number assigned to the retained earnings
withheld and not yet disbursed to the contractor.

Role: The functional role the system allows users to play and thus determines the

appropriate screens the user may access.

Scheduled Payment Date: The date the expenditure is scheduled to be paid.

Tax ID: Federal tax id number that is assigned to a corporation or company. It is used to
report earnings to the IRS.

TBO Flag: A flag that tells the disbursing system that the expenditure is a "transaction by
others" and creates a unique accounting entry for the recording of the disbursement made
by another government office for WES.

Transaction: The single act of processing a set of data.

Transaction Date: The date the transaction is entered in the system.

Transfer Date: The date the transaction is sent to COEMIS.

Vendor Address Code: A number uniquely identifying a particular address for a vendor.

Vendor Code: A ten digit code that represents the WES identifier for a specific vendor and
it is unique to the vendor.

C-4



Vendor Name: The vendor name that is associated with the vendor code.

Vendor Type: Denotes whether the vendor is commercial or noncommercial. 'C' represents
commercial and 'N' represents noncommercial.
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APPENDIX D - STANDARD OPERATING PROCEDURES

The Standard Operating Procedures (SOP) contains daily procedures, nightly procedures,
and other necessary operations for VIS. This SOP is applicable to the Systems/Control
Section of the Finance and Accounting Branch, RMO.

Daily Procedures

Check Writing Process:

1. First thing each morning the PRE1166 reports are run.

a. Logon system with appropriate userid and password
b. At the system prompt, enter SQLPLUS userid/password
c. At the SQL prompt, enter START PRE1166
d. You are prompted to enter the date (i.e. 01-MAR-92)
e. After finished running, the system exits out of SQLPLUS
f. Log back into SQLPLUS and enter START PRE1166TRV like above
g. Two reports (PRE1166.LST, PRE1166TRV.LST) are produced
h. Give a hardcopy to the proper personnel in the Examination Section for

review

2. After the Examination Section has analyzed the reports and confirmed that
ecrything is correct, the script to create the scheduled payment file is run.

a. Logon system with appropriate userid and password
b. At the system prompt, enter SQLPLUS userid/password
c. At the SQL prompt, enter START V27
d. You are prompted to enter the date (i.e. 01-MAR-92)
e. After finished running, the system exits out of SQLPLUS
f. An output file (SCHEDULEDPAY) is produced
g. Bc sure to call Disi-ursing to inform them the file is ready to be

downloaded to the PC
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3. After checks are written in Disbursing, two files (DISB LST, PA TRANS) are
uploaded to VIS. Once uploaded, the files are copied and loaded into the VIS
data base.

a. Logon system with appropriate userid and password
b. At the system prompt, enter CP DISBLST V28A.DAT
c. Enter CP PA TRANS V28B.DAT
d. Next, enter S-QLLOAD userid/password CONTROL=V28A LOG = V28A

(You may want to edit V28A_log to see if everything loaded)
e. Next, enter SQLLOAD userid/password CONTROL=V28B LOG=V28B

4. A script file (FIXPAYCOLL) is run after loading data into the data base. This
script file fixes the pay collect code for PA transactions. It must be edited
everyday to change the acceptance date to the current date.

a. Edit FIXPAYCOLL.SQL using the system editor and change the date.
b. Enter SQLPLUS userid/password
c. At the SQL prompt, enter START FIXPAYCOLL
d. After finished running, the system exits out of SQLPLUS

Nightly Procedures:

Travel Process:

1. Personnel from the Examination Section that are responsible for travel will call
when there is travel to be run. The travel file is copied to IATS.DAT and loaded
into the VIS data base.

a. Using FTP, transfer travel file to IATS.DAT
b. Logon system with the appropriate userid and password
c. At the system prompt, enter SQLLOAD userid/password CONTROL= V22

LOG = V22

2. The vendor code that is loaded is only 9 digits long, so a script file is run to
update the travel expenditure table to add a 0 to the beginning of the vendor
code.

a. At the system prompt, enter SQLPLUS userid/password
b. At the SQL prompt, enter START UPVEND
c. After finished running, the system exits out of SQLPLUS
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3. An additional check is run to see if the IATS file has multiple obligations for the
same travel order number.

a. At the system prompt, enter SQLPLUS userid/password
b. At the SQL prompt, enter START CHTRV
c. This file will display on the screen. It should be scanned to check for any

records that have more than one obligation for the same travel order
number. If any are found they should be set to rejected in the travel
expenditure table. You probably should print the screen.

d. To set the records to rejected enter the following:
SQLPLUS userid/password
UPDATE TRAVEL EXP
SET ACPT FLAG = 'R'
WHERE ACPT FLAG =
AND OBLG DOC NBR = '920466'; (the travel order number that has
multiple obligations found on it)
COMMIT;
EXIT

4. To process travel:

a. At the system prompt, enter BATCH < TRAVEL.BAT
b. This batch program runs reports and processes travel to be paid. When

running at night, the program schedules the travel to be paid on the next
business day.

Paid Master Report:

1. At the system prompt, enter BATCH < PAIDMASTER.BAT
2. This batch program runs the paid master file report and prints the report.

Other Procedures:

COEMIS Pullback Procedure:

1. Logon system with appropriate userid and password
2. At the system prompt, enter SQLPLUS userid/password
3. At the SQL prompt, enter START COEMIS
4. You are prompted to enter the trnsmonth (i.e. 03 - Marh)
5. You are prompted to enter the trf date (i.e. 01-MAR-92)
6. After finished running, the system exits out of SQLPLUS
7. An output file (CMR4480) is created to be used for the COEMIS update
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Military D-TO-F File Procedure:

1. Using FTP, transfer appropriate file to D TO F.DAT
2. Logon system with appropriate userid and password
3. At the system prompt, enter SQLLOAD userid/password CONTROL=VISDF

LOG = VISDF
4. A new D-TO-F file is pulled everytime a COEMIS pullback is made

Civil/Revolving Fund File Procedure:

1. Using FTP, transfer appropriate file to CIVRF.DAT
2. Logon system with appropriate userid and password
3. At the system prompt, enter SQLLOAD userid/password CONTROL=VISCIV

LOG=VISCIV
4. A new Civil/RF file is pulled everytime a COEMIS pullback is made

Citicorp Travel:

1. Logon system with appropriate userid and password
2. At the system prompt, copy travel file into AUTO.DAT
3. Next, enter SQLLOAD userid/password CONTROL=V44 LOG=V44
4. Enter BATCH < CC.BAT

Partial Pay Report:

1. Logon system with appropriate userid and password
2. At the system prompt, enter BATCH < PARTPAY.BAT
3. This batch program runs the partial pay report and also prints the report.

TBO Report:

1. Logon system with appropriate userid and password
2. At the system prompt, enter SQLPLUS userid/password
3. At the SQL prompt, enter START TBO
4. You are prompted to enter start date (i.e. 01-MAR-92)
5. You are prompted to enter end date (i.e. 31-MAR-92)
6. EXIT out of SQLPLUS
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VIS Export:

a. Logon system with appropriate userid and password
b. Edit EXP.BAT using the system editor
c. Change the date to tomorrow's date
d. Next, edit EXPFILE using the system editor
e. Change the date within the filename
f. Enter BATCH < EXP.BAT
g. An export file is created containing the VIS data base

Deobligate Process:

a. Logon system with appropriate userid and password
b. At the system prompt, enter SQLPLUS userid/password
c. At the SQL prompt, enter START DEOBLIGATE
d. After finished running. enter START DEOBLG
e. Two reports (DEOBLIGATE.LST, DEOBLG.LST) are created and printed
f. Give reports to the Accounting Sections for review
g. After review, make necessary changes using the editor
h. After finished editing, enter BATCH < DEOBLG.BAT
i. A report is generated listing the documents deleted and the money amounts
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APPENDIX E - CHECK WRITING SYSTEM

The Check Writing System is responsible for the disbursement of Civil/Revolving Fund and

Military checks for VIS. This system is applicable to the Disbursing Section only. The
procedures for writing checks are loaded on the Disbursing PC in the Disbursing Section.
This is a means for control and security within the Disbursing Section. The Chief of the
Disbursing Section is responsible for implementing, controlling, and supervising the
procedures outlined. Personnel in the Disbursing Section are responsible for disbursing
checks from the certified Civil/Revolving Fund and Military pay documents, and controlling
disbursement voucher numbers.

To write WES commercial and travel checks, the Systems/Control Section must call the
Disbursing Section to inform them that checks are ready to be written for the day. The
following procedures are performed:

1. Logon system with appropriate userid/password

2. Download the file of scheduled payments to SCHDPAY.TXT on the PC using the
VistaCom file transfer process.

3. From the PC, type CD\CHECK\WES to move to the appropriate WES
subdirectory.

4. Look at the downloaded file to make sure the date is current by typing
TYPE SCHD PAY.TXT

If the date is not current, stop and advise the Systems/Control Section
If the date is current, type CD..

5. Load Civil checks on the printer first with the top of the checks coming a fraction
below the top of the ribbon.

6. Type CHECK to begin the actual check writing process.

7. You are prompted to enter which system to write checks for. Choose 1 for WES.
The current date is displayed. If the date is correct hit ESC, else change the date
to the correct date.

8. You are prompted to enter the next DOV number and check number. Enter the
next Civil DOV number and next Civil check number. Next, enter the Military
200 DOV series for commercial payments and the next 400 DOV series for travel
payments, and then the next Military check number. The system sums the
multiple transactions for each vendor and writes one check when a vendor has
more than one expenditure scheduled for payment.

E-1



9. Checks are now ready to print. Hold lever back on printer so checks will not jam.
You are prompted to enter GO when ready. When Civil commercial and travel
checks are completed remove and load the Military checks. You are prompted
to enter GO when ready.

10. After checks are finished printing, labels are ready to print. Load the label
paper and enter PRINT when prompted.

11. After labels are finished printing, load computer paper to print 1166's.

12. Output from this whole process includes the 1166's which is a listing of checks
by appropriation, with subtotals; the pen fed checks ready to be signed by the
mechanical check signer; and all necessary transactions to feed COEMIS are
generated by the system and uploaded to VIS for update to COEMIS.

13. The two output files (DISBLST, PA_TRANS) are then uploaded to VIS using
the VistaCom file transfer process.

14. Call the Systems/Control Section to advise them that the check writing process
is completed. Distribute copies of the 1166 reports to the Chief of the
Examination Section for certification and to personnel in the Examination and
Accounting Sections.

15. Resident on the Disbursing PC are transaction files keeping a complete history
of the disbursing activity by DOV number, check number, appropriation, exam
auditor name, schedule payment date, amount, voucher number, and the vendor
name and address.
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